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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to construct a unit of 
learning for the general business topic Communication accord-
ing to the unit method outlined in Fundamentals £! Secondary 
School Teachins1 by Dr. Roy o. Billett of Boston University. 
Justification of the Problem 
The successful operation of business depends on communica-
tion. Organizations need to write letters, plaQe telephone 
calls, and send telegrams and cablegrams as the needs of their 
I business demand. 
I! In everyday life people depend on the communication 
! services offered by the government and public utility companies 
toocarry on their business affairs and to keep in touch with 
their relatives and friends the world over. 
y 
While the ninth grade pupil cannot completely understand 
Billett, Roy o., Fundamentals of Secondary School Teao~ing, 
Hough,ton Mifflin Company, Boston, 1940 
-1-
y 
the need and procedures of our entire communication services, 
he should understand and retain an amount which will help him 
to use these services more efficiently and with greater ease 
than the pupil who has not studied this material. 
The unit method is helpful to the classroom teacher as 
it relieves the monotony of the daily recitation both for the 
pupil and the teacher. Pupils are allowed to work at their 
own speed. The assignment is interesting to the pupils, and 
gives definiteness and purpose to their reading and studying. 
The unit provides for individual differences in the 
unit assignment. 
Parts of the Unit 
The parts of the unit were taken from Roy o. Billett's 
course "Unit Method in the Secondary School"2 and the text 
Fundamentals £! Secondary School Teaching3 by Roy o. Billett. 
General Statement of _ill .ID!.!.!--"It represents the 
teacher's goal stated in terms of a desirable change to be 
made in the pupil in concept or skill, and hence in resultant 
ideals, attitudes, or appreciations."4 
"Unit Method in the Secondary School", Boston University, 
Summer . Session, 1949. 
Billett, Roy o., Fundamentals of Secondary School Teaching, ! 
Houghton Mifflin Company, Boston, 1940. I 
Ibid, P• 505. 
-
2 
,· 
Delimitation of ~~--The delimitation of the unit 
is a statement of the learning products of the unit which 
is the direct object of instruction. Each item is stated 
in declarative sentences using a vocabulary which the pupils 
may be expected to be able to use when they have finished 
the study ot the unit. 
Indirect Learning Products £t ~ Qa!1--T~ese learning 
products are attitudes, ideals and appreciations and are 
included here, if they are not listed in the delimitation. 
Incidental Learning Products ~ ~ ~--These learning 
products are abilities, concepts and skills which pupils 
probably may have a chance to acquire, but which are not the 
. . main object of the unit. They are not stated in the 
delimitation. 
!!!!!!. Assignment --"The unit assignment • • • is. the gen-
eral plan of teacher-pupil activity ••• It is intended to 
stimulate problem solving, not passive receptivity. The good 
unit assignment consists mainly of questions, standards to be 
achieved, tasks to be performed ••• in short problematic 
situations."5 
Optional Related Activities--optional related activities 
are those in which pupils wish to engage, either after com-
pleting the core activities or in conjunction with the core 
E.l Billett, Roy o., Fundamentals~ Secondary School Teaching, Houghton Mifflin Company, Boston, 1940, P. 506. 
I . 
.. 
1: 
' I 
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II 
activities. 
Study and Activity Guide--The study guide is a duplicated 
form, given to each pupil, and contains most of the require-
ments of the unit's work. The core activities are placed in 
the study and activity guide and the optional related activ-
ities may or may not be placed in the study and activity 
guide. In this way the teacher can give direct help to indivi 
ual pupils and indirect help to all other pupils. 
A list of the optional related activities may be placed 
on the bulletin board, blackboard or in the card index file 
rather than on the study guide. The teacher can indicate on 
the study guide when or where would be the best time to 
complete the optional related activities. 
Tests--When a unit is completed it is necessary and 
desirable to know what a pupil has achieved. The long 
diagnostic test is the method most often used. An additional 
essay test entitled "What I Learned From The __________ Unit" 
may also be given. 
Lists of Materials and References--A list of reference 
~--- -- ---
materials is sometimes found in the study and activity guide 
in which case this part of the unit is omitted. 
In some oases two lists of references are prepared, one 
for the pupils and the other for the teacher. 
4 
r The following questions have been established by Roy o. 
Billett for appraising a unit of learning. 
STANDARDS FOR THE CRITICAL APPRAISAL OF A UNIT OF 
LEARNINdl·· 
1. Does the unit represent a definite and valid teacher's 
goal? 
g,J 
a. Is the unit described in a definite declarative state-
ment representing the desired learning product or 
products to be acquired by the pupil? 
b. Is it worth the time and money of pupils, teachers, 
and society to be spent in acquiring it by the expe-
rience route? 
(1) Has it important probable applications to the 
life situations which the pupil is meeting, or 
will probably meet later on as an individual 
and as a member of social groups? 
(2) Will the values accruing to the individual and 
to others make the efforts necessary for its 
acquisition a good investment when compared with 
other values attainable with the same time and 
effort? 
c. Is the unit definitely related to the pupil's present 
Billett, Roy o., Fundamentals of Secondary School Teaching, 
Houghton Mifflin Company, Boston, 1940, Pp 140-141. 
5 
level and area of mental growth and experience·t 
(1} Does it grow naturally out of the preceding 
unit o~ the course and lead naturally to the 
next? 
(2J Is it part of a sequence or units which makes 
possible and contributes to integration and 
reintegration of the products of pupil experi-
ence as the course proceeds? 
(5} Is it related wherever possible and desirable 
to the work which the pupil is. doing at the 
time {a) in other subjects (b) in the extra-
curriculum, and (c) in his out-of -school envircn 
ment? 
(4) Is it stated in terms or the vocabulary which 
pupils may be expected to possess on completing 
the advance represented by the unit? 
d. Does the unit represent an advance in some concept or 
. skill \or combination or both) which from the stand-
point of the pupil's prooable rate of growth 
(1) neither so slight as to be trivial, nor l2) so 
great as to lead to vagueness or uncertainty on the 
part of either teacher or pupil? 
e. Does t he unit represent an advance in some concept or j 
skill distincuy recognizable with reasonable objeo- 11 
tivity by present methods of controlled observation )! 
6 
or testing? 
2. Is the unit as stated sufficiently flexible to provide 
for the different aptitudes, abilities, interests, aims, 
and hence needs ot the pupils tor whom it i s intended? 
a. Is it analyzed into the lesser learning products 
{advances in capacity for behavior) on which the 
major learning produot . in part depends? 
b. Has the analysis of the unit been delimited to 
indicate the learning products? 
(1) Expected of all pupils? 
(2) Optional for pupils on the basis of aptitudes, 
abilities, interests, aims, or needs? 
3. Have the probable indirect learning and incidental 
learning products in the form primarily of ideals, atti-
tudes, and appreciations to be achieved by the pupils 
when working on the unit been anticipated so far as 
possible and listed? 
7 
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CHAPTER II 
BACKGROUND DATA 
Background of the Study 
General business is a subject commonly taught at the 
~inth grade level. The objectives and content of this course 
have altered considerably because of economic and social 
changes, since it entered the secondary school nearly thirty 
years ago. 
'I 
The aim of general business, when first taught, was solely 
i V 
vocational. With the passing of the Child Labor laws of 1918 ! 
and 19221 preventing children under sixteen years of age from I 
working in industry, the aim of the general business course 
necessarily changed. During the depression years the consumer 
education values of thrift, saving, and careful buying began 
to enter this course. At the present time, general business 
is the study of everyday business activities and how they 
effect the individual personally and socially. I 
1: 
,I 
Crabbe and SaltJgiver point out the need for general busi- , 
ness in everyday living. 
Encyclopedia Americana, 1949, American Corporation, 
Volume 6, P. 463. 
- ·8 -
lv/ 
"As a first course in business education, 
general business should be so organized and 
taught as to enable pupils to acquire business 
skills important in everyday living and to 
develop an appreciation of the significance 
of business activities in relation to our 
general welfare.n2 
Community and School 
The city, in which the school is located, is a suburban 
Boston community of 65,000 residents about seven miles north-
west of Boston. The city is primarily a residential community 
with little industry. A college of national importance is 
situated here. 
At the time of this study the ABC ~unior High School had 
an enrollment of ??6 pupils for the 1949-1950 school year. 
There were 263 pupils in the ninth grade and 69 of this number 
were studying general business. These 69 pupils were divided 
into two divisions, I and II, according to their achievement 
as shown by their eighth grade marks. Division I is the 
better ability group. Each class meets for four 40-minute 
periods a week and has home assignments three times during 
the week. In addition to the four periods a week of general 
business each pupil enrolled in the business divisions has 
English five ~riods a week, business arithmetic five periods 
a week, general science three periods a week, civics two 
Crabbe, Ernest H., and Salsgiver, PaulL, General Business 
Material and Methods, South-Western Publishing Company, 
1947, P. ~New York, New York. 
1\ 
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periods a week, physical education two periods a week and 
music one period a week. One of the following may be elected, 
French, Latin, ancient history, sewing or cooking (for the 
girls), and sheetmetal or woodwork (for the boys}. Each one 
of these subjects meets :t'or four periods a week. 
The room available tor the teaching of general business 
was on the northwest corner of the building. Blackboards 
were on t wo sides of the room ~d a large bulletin board was 
at the rear. The room was 21 feet wide and 24 feet long. 
Films, film strips, reference materials, and field trips were 
within easy access. 
The class lists and the age data were compiled as of 
\ March 1, 1950. The tests from which the following data was 
--taken were given to these pupils in October 1948, their 
second month in the eighth grade. The average score was e.2. 
The reading, arithmetic, English, spelling and social studies 
scores were taken fram the Metropolitan Achievement Tests. 
The general intelligence score was the result of the Henmon-
Nelson Test of Mental Ability. A pupil receiving a score of 
9.5 on the reading comprehension test had the reading compre-
hension of a pupil in the ninth grade, the fifth month, and 
was one year and three months ahead of the average score of 
8.2. 
In Division I the oldest pupil was 1? years, one month 
old, the youngest pupil was 13 years, six months old, and the 
mean age in the division was 14 years, 10 months. The highest 
ll 
I 
li 
I, 
I 
I 
I 
I 
general intelligence score was 135, the lowest was 63, and the 
mean general intelligence score was 104.2. The highest read-
ing comprehension score was 11.0 tthe eleventh grade), the 
lowest was 4.7 (the fourth grade, seventh monthJ and the mean 
reading comprehension score was 8.1 (eighth grade, one month). 
The highest vocabulary score was 11.0, the lowest score was 
5.5 and the mean vocabulary score was 8.3. The highest score 
in the arithmetic fundamentals test was 10.6, the lowest 
score was 5.0 and the mean aritlimetic 1'un damen tal s score was 
7.7. The highest score in the arithmetic problems test was 
11.0, the lowest score was 5.4, and the mean arithmetic prob-
lema score was 8.4. In the ~nglish test the highest score was l 
11.0, the lowest score was 5.1, and the mean l!inglish score 
was 7.8. On the spelling test the highest score was 11.0, 
the lowest score was 5.5, and the mean spelling score was 8.8. 
On the social studies test the highest score was 11.0, the 
lowest score was 5.4, and the mean social studies score was 
7.1. 
In Division II the oldest pupil was 18 years, nine months v 
old, the youngest pupil was 13 years, t'ive months old, and the 
mean age in the division was 14 years, 10 months. On the 
general intelligence test the highest score was 124, the 
lowest score was ?8, and the mean general intelligence score 
102.7. The highest reading comprehension score was 11.0, 
the lowest score was 5.4, and the mean reading comprehension 
score was 7.4. On the vocabulary test the highest score was 
- l 
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11.0, the lowest score was 6.2, and the mean vocabulary score 
was e.l,• On the arithmetic fundamentals test the highest 
score was 11.0, the lowest score was 5.8, and the mean arith-
metic fundamentals score was ?.e. On the arithmetic problems 
test the highest score was 11.0, the lowest score was 5.4, and 
the mean arithmetic problems scare was 7.7. On the English 
test the highest score was 11.0, the lowest score was 4.8, 
and the mean English score was 7. 7. On the spelling test the 
highest score was 11.0, the lowest score was 5.6, and the mean 
spelling score was 8.2. On the social studies t est the high-
est score was 11.0, the lowest score was 5.1, and the mean 
social studies score was 7.4. 
cd 
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General Intelligence, Reading Comprehension, Vocabulary, and I I 
1 
Social Studies Test Scores for Division I i I 
I 
General Reading Social 
Pupil Intelligence Comprehension Vocabulary Studies ( 1) l2) * t 3 J \4} l 5) 
-
1. 115 11.0 11.0 11.0 
2. 126 9.5 9.8 '1.0 
3. 121 6.8 6.0 6.2 
4. 90 '7.4 '7.2 '?.6 
5. 119 9.0 8.3 6.6 
I 6. 135 10.3 11.0 9.5 
'7. 11'7 10.0 11.0 10.9 I 
-a. 111 9.5 9.0 6.8 I 
9. 121 8.1 9.0 ?.2 
10. 89 '1.2 8.3 5.8 
11. 106 11.0 8.3 5.5 
I 
12. 95 '1.4 8.5 6.4 
13. 118 10.6 10.9 '1.4 
I 
14. 108 6.4 8.6 5.5 
15. 90 6.8 6.0 5.6 
16. 85 6.6 6.8 5.5 
17e 9g 8.5 8.:3 5.5 
18. 106 9.0 '7.6 6.0 
19. 92 4.'7 6.4 5.5 
20. 91 6.8 '7.4 '7.0 I 
' 21. 86 5.6 6.6 5.4 i I 22. 128 11.0 11.0 10.3 ! I 23. 100 '1.8 11.0 6.6 
I I I I 24. 104 8.5 8.5 8.1 
25. 103 '1.8 6.8 6.4 
26. 101 8.1 9.:3 5.9 
2'7. 63 4.8 5.5 6.8 
28. 8'7 5.6 6.4 5.8 
I 10'7 '1.4 6.6 6 <:! 29. I eG 
30. I 121 11.0 10.0 8.3 
31. I 99 5.5 6.8 5.2 I 
I 32. 104 8.3 ''• 0 5.9 33. 101 6.4 '7.8 5.1 I 9.5 8.5 11.0 I 34. 105 I 35. Data not E vailab1e I 
·36. Data not e vailable I I 
I 
8.3 'l.l I Mean 104.2 8.1 
I * Henmor -Nelson Test o:i Mental Abili t~ est 3, 4, an~ 5 Metropolitan Achievement ~ 
I 
,, 
I 
General Intelligence, Reading Comprehension, Vocabulary, and 
Social Studies Test Scores for Division II 
Reading 
Pupil 
( 1) 
General 
Intelligence 
(2) * 
Comprehension Vocabulary 
(:3) (4J 
1~ 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11~ 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
31. 
32. 
33. 
Mean 
114 
91 
g3 
92 
95 
112 
104 
78 
83 
90 
91 
110 
105 
84 
119 
122 
5.4 
6.4 
5.4 
8.3 
6. 6 
8.5 
7.4 
o.6 
6.0 
6.4 
6.8 
7.8 
5.5 
10.3 
9.0 
__ ..... 101 
Data not evailable 
97 
121 
98 
110 
112 
119 
99 
103 
124 
Data not 
Data not 
106 
Data not 
Data not 
Data not 
102.7 
'1.8 
11.0 
8.3 
9.5 
9.5 
9.8 
6.2 
6.8 
11.0 
available 
tivailable 
I '1.4 ~ve.ilable 
available 
~vailable 
I I 7.4 
* Henmon-Nelson Test oj Mental Abilit~ 
3, 4, an< 5 Metropoli te: n Achievement , , est 
I 
8. 5 
6•6 
'1.0 
6.4 
.......... ~ 
'1. 2 
10.4 
6.4 
o.2 
6.6 
9.0 
6.8 
7.2 
6.0 
9.0 
7.2 
---·.-
8.5 
11.0 
8.3 
10.9 
ld.o 
11 . 0 
10.9 
6.4 
8.5 
6 . 4 
8.1 
Social 
Studies 
( 5) 
8.1 
6.6 
'1.0 
5.1 
6.9 
5.6 
10.6 
" '7.6 
4. '/ 
o.o 
o.o 
5.4 
8.3 
5.2 
10.3 
5.1 
6.2 
8.8 
9.5 
'1.8 
'1.4 
6.2 
11.0 
11.0 
'1. 6 
?.6 
15 
r ., 
i 
I 
I 
) 16 
Arithmetic Fundamentals, Arithmetic Problems, English, and 
Spelling Test Scores tor Division I 
Arithmetic Arithmetic 
Pupil Fundamentals Problems English Spelling Age I 
l1) ( 2) (3} ( 4) (5) (6) I 
' 
l. 6.8 s.o ~-8 i \1.5 14.2 2. 9.0 8.1 9.5 10.9 14.9 
3. 7.4 6.4 ----- ---- 14.0 
4. 8.3 8.5 5.1 ~--- 16.4 
5. 8.5 7.4 9.8 10.3 15.0 
6. 10.6 10,6 10,6 ll.O 13.7 
7. 10.3 10.6 10.9 9,5 14.2 
I 8. 10,5 9,3 9.5 ~.3 14.9 9. 7.8 5.8 8.1 ll,O 13.6 I 10. 5.5 6.2 8.8 ----- 1:>.4 
I ll. 'l.4 1o.o 6.4 ---- 14.8 12. '7 .2 6.8 8.5 8.3 15,8 
13. '7.4 9.8 11.0 11.0 14.10 I I I 14. '7.4 ?.2 '1.0 9.3 13.11 I 
15. '1.8 6.2 5.6 I '1. 5 14.11 I 
16. '1. 6 6.4 6.2 
----
16.6 
1'7. 7.6 ?,6 7.6 6.2 14.10 
18. 8.8 9.0 7.8 ?.4 14.6 
19. 8.1 ?.4 8.8 
----
13.9 
20. 8,8 7.2 ?.0 9.0 15.3 
21. 6.8 
----
5.1 
----
15.6 
22. 9.5 11.0 10.6 8,8 14.5 
I 23. 6.2 ?.2 11.0 10.9 15.10 I I 24. 6.8 6.4 10.3 8.5 14.? 
I 25. 5.5 5.8 5.8 
... ___ 
14.2 ! i 
. I 26. ?.8 8.5 5.6 ?.4 15. '/ i 
. ! 2?. 5.6 5 . 4 5.6 5.8 1?.1 
28. 5.4 6.8 5.8 5.8 15.? 
2\l. 8,1 '7. 6 9.3 
----
15.2 
30. 10.0 9.3 I 10.9 10.6 14.? 
31. b.6 5.4 i 5.8 5.5 14.10 
32 .. 7.4 ?.6 l 9e5 8.1 14.11 
33. 5.0 5.8 5.2 5.9 14. 'l 
34. 8.5 9.0 8.8 8.5 14.11 
35. Data not • va11ab1e 
36. Data not • va1lab1e 14.10 
Mean 7.7 8.4 ?.8 8.8 14.10 
2, 3, 4, and 5 Me1 ropolitan Ao llievement ~est i 6 St pplied by pup ls I 
I I 
I 
I I I 
r- . 
1? 
I 
' 
I 
A;ri thmetic Fundamentals, Arithmetic Probiems, English, and I I 
I 
I 
Spelling Test Scores for Division II 
Arithmetic Arithmetic 
Pupil l'undamentals Problems English Spelling Age 
t 1) ( 2) (3) ! (4) ( 5 J (6) 
I 
1. 8.1 8.5 I 7.0 ? .4 14.10 I 2. 7.6 5.5 5.8 6.2 1s.g 
i 3. 8.1 I ?.2 I 10.0 5.6 14.6 I I 4. 6.4 I ?.2 I __ .... _ ?.6 13.10 
5. 6e2 I 6.0 I 8.5 13.5 I ----6. ?.4 ?.2 I 4.8 11.0 14.5 i i ?. ?.6 I 8.5 9.5 9.8 14.11 I I 
8. 6.4 I 5.4 I 6.6 ..., __ 16.4 
9. 5.9 I 5.5 
I 5.9 8.8 16.6 I 
10. 5.8 5.4 I ? .0 10.9 15.2 
' 11. 
-----
I 8.1 I 5.6 5.9 14.3 
12. 8.3 I 9.8 7.8 9.0 14.6 
13. 7.2 I 8.1 5.4 
----
15.1 
I 14. 7.2 I 6.4 5.2 7.2 15.8 
I 
15. 7.6 I 8.1 9.5 8.1 14.4 
16. 11.0 ' 11.0 5.9 9.5 14.3 
17. I 6.4 15.1 I 
____ .. 
---... ----I 18. Data not available 16.6 i i 19. 7.2 I 8.1 6.8 -~- .. 15.8 I 
I 20 . 8.1 I 8.1 11.0 11.0 14.4 21. 5.6 ! 7.6 6.6 8.1 14.10 i 
22. 8.3 I 7.6 7.0 8.3 14.10 I 
23. 8.1 i 7.4 11.0 8.8 14.11 
24. ' 7.4 I 11.0 8.5 6.8 14.? 25. ! 9.0 I 8,1 ! 6.2 9.0 15.8 26. 9.5 I 9.3 I 6.6 16.8 I -----27. ! 10.0 10.6 10.0 9.8 13.7 28. Data not ~vailab1e 
I 14. 6 29. I Data not a:vailable 15.5 I 30. I 7.2 I 7.4 7,0 i 
... ..._ __ 
14.8 I I I 31. i Data not ~ailab1e 16.0 I 
32. Data not a ailable l 15.5 
I 33. I Data not a1va11able I 1.5.8 I ! I I I 
I 
Mean 7.6 I 7.7 7.7 8.2 14.10 
I 
I 
Ac, ievement 2, 3, 4, and 5 Metr opolitan Test I 
subplied 
I I 
6 by pupils 
I 
i i I 
I 
I 
i 
I 
~ 
CHAPTER III 
COMMUNICATION 
General Statement of the Unit 
All individuals communicate with one another. Communica-
tion may be oral or written. Many kinds of telephone, tele-
graph, and radio services are now available. Different 
classes of mail and various special services are rendered by 
the post office. Everyone should be able to use intelligently 
such communication services as telephone, telegraph, and 
mail. 
Delimitation of the Unit 
A. Many ditferent kinds of letters are written, among which 
are the following. 
1. A letter£! requisition is one written to order goods. 
2. A letter£! application is written when applying for 
a position. 
3. A letter of inquiry seeks information. 
4. The sales letter, letter £! complaint, and letter of 
acknowledgment are also kinds of business letters. 
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5~ The friendly letter helps keep us in contact with 
our friends and relatives. 
, B. A letter has seven parts. 
1. The heading contains the address of the writer as 
well as the current date. In a business letter this 
is called the letterhead. 
2. The introductory address or inside address is the 
name and address of the person to whom the letter is 
going. 
3. The salutation in a letter is the greeting and usualll 
includes the word "Dear". 
4. The body of ~ letter contains the substance about 
which the letter is written. 
5. · The complimentary close is the closing remark. 
6. The signature is the name of the writer. In a type-
written letter the official 'title and name of the 
writer are placed approximately 3/4 of an inch below 
the complimentary close allowing the writer space to 
sign his n~e. 
7. Reference initials are placed at the left margin, and 
are the initials of the person who typed the letter. 
a. Business letters and friendly letters that are handwritten 
use indented style. 
1. The second and third lines in the heading and inside 
address are eaoh indented l/2 inch from the preceding 
line. 
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2. 
3. 
The first line of each paragraph is indented 1/2 inch 
from the left margin. 
The signature is indented approximately 1/2 inch undez 
the complimentary close, w~~cn starts at about the 
center of the paper. 
4. The salutation and following lines in each paragraph 
begin even with the left margin. 
D. The commones t kind of punctuation used in a letter is 
mixed punctuation on the so-cal.led "special lines". 
1. A comma is placed between the day and the year in the 
return address. 
2. A comma separates t he city and state in the inside 
address, and in the return address. 
3. A colon follows the salutation in a business letter, 
but in a friendly letter i t is followed by a comma . 
4. The complimentary close is followed by a comma. 
5. Blue or black ink used with either cream or white 
paper is acceptable for either business or s ocial 
letter writing. 
E. A business letter must be folded before it is placed in 
an envelope. 
1. Bri ng the bottom edge to within about 1/2 inch from 
the top edge and crease. 
2. Fold the letter about one third over from the right 
and crease again. 
3. Bring the left edge over to about 1/2 inch of the 
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right edge and crease• 
4. Insert in the envelope with the crease at the bottom. 
E. Four classes of u. s. Mail are available at the present 
time. 
1. All sealed letters and packages are considered first 
class mail and the cost is three cents per ounce, at 
the time of this study. 
2. Newspapers and magazines which are mailed are second 
class ~ and the rate is one cent for every two 
ounces or fraction thereof, or the fourth class rate, 
whichever is lower. 
3. Books and other printed matter, not classed as first 
or second class mail are called third class ~, 
provided it does not weigh more than eight ounces. 
I 
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The cost is two cents for the first two ounces and one 
cent for each additional ounce. 
4. Fourth Class ~ is all matter weighing over eight 
ounces, and not classed as either first, second, or 
third class mail. 
a. The rates for "parcel post" or fourth class 
mail depend on the distance and the weight of the 
package. 
b. Parcel post packages cannot weigh over ?0 pounds, 
and the overall length and girth combined cannot 
.exceed 100 inches. 
G. The Postal Department charges an extra fee t·or special 
I 
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mail services available to all who wish to take advantage I 
of them. I 
1. Mail sent out by special messenger, as soon as it is 
received in the post office is known as "Special 
Delivery Mail't' and the fee is 15 cents plus the 
regular postage for printed material, but for package 
the rate varies from 25 cents to 45 cents. 
2. Parcels handled and forwarded as promptly as letter 
mail receive "Special Handling". The minimum fee ror 
a package weighing less than two pounds is 15 cents. 
5. First class mail that is considered important or 
valuable may be registered for a certain value, for 
whioh a small fee is charged. 
a. The minimum tee is 25 cents and the lowest value 
is $5.00. 
b. Mail be registered for as much as il,OOO.OO and 
would cost $1.50. 
4. Third and fourth class mail may b.e insured up to 
$200.00. The rates vary from five oents to 30 cents 
depending on the value of the package. 
5. To speed letters along the post office has inaugurate 
"Air Mail" service at the rate of six cents per ounce 
or fraction or an ounce within the United States. 
I 
6. Additional postal information may be secured from the I 
I 
I 
u. s. Postal Guide which may be purchased for $1.00 
from the Government Printing Office, Washington 25, 
i 
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D. c., or by using the one at the local post office. 
7. Two ways of sending money through the mail. 
a. The postal note is the cheapest and costs eight 
cents tor any amount up to an including $10.00. 
b. A money order may be sent tor any amount up to 
and including $100.00, and the rates vary from 
10 cents to 35 cents. 
H. The United States Government has savings accounts in its 
post offices. Deposits are accepted only in even dollars. 
1. The largest balance permitted is $2500.00 and the 
interest rate is two per cent. 
2. Money in these savings accounts may be converted to 
postal savings bonds with interest at 2 1/2 per cent, 
or to u. s. Savings Bonds at an approximate interest 
rate of 2.9 per cent. 
' I. Many kinds of service are available to telephone 
subscribers. 
1. The desk style has a separate transmitter and 
receiver. 
2. The hand telephone has the receiver and mouthpiece 
in one unit. 
3. A portable telephone is one which may be carried 
from room to room and plugged into telephone outlets, 
installed in various -xpoms. 
4. In the manual telephone you tell the operator the 
number and she makes the connection. 
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5. In the dial telephone you dial the number and it is 
automatically rung. 
6. The ~ box telephone is installed in a telephone 
booth and has a device for collecting and registering 
coins so that calls may be made. 
J. Various kinds of telephone services are in use today. 
1. Residence service is used in .homes mostly for social 
or domestic calls. 
2. Business service is the kind used at places or busi-
ness or in homes for business use. 
3. An individual ~means the subscriber has the sole 
use of' that line to the central ort·ice. 
4. A party !!a! means the subscriber shares the line to 
the central office with one, two or three other 
parties. 
5. Message~ service entitles the subscriber to a 
certain number of local calls each month. There is 
an extra charge when additional calls are made. 
6. !!!! !!!! service entitles the subscriber to an unlim-
ited number of local calLs each month. 
?. Extended ~ service extends the local calling area 
to include nearby points which would otherwise be 
toll calls. In some areas this is known as contiguous 
service. 
K. Special telephone calls are placed by many subscribers. 
1. A local oall is one made within the local service 
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area.. 
2. A toll £!!! is one made to a nearby place arranged by 
the local operator and tor which there is an extra 
fee. 
3. A long distance £!11 is directed to an out or town 
exchange and the connection is made by the long dis-
tance operator. 
4. a. station-to-station .£!!1 :.is a toll call in which the 
subscriber is willing to speak with anyone who answers 
at a particular place. 
5. A person to person call is one in which the subscriber 
wishes to speak to a particular person at a particular 
place. If the desired person is not ~ reached, but the 
line answers, a slight renort charge is made. 
6. Collect calls are those calls in which the charges may 
be reversed if the two parties are agreeable. 
?. A person wishing to talk with someone who does not 
have a telephone, may ask the telephone company to 
call that person to a connecting telephone. This is 
known as messenger service. 
s. A toll conference call is one in which a number of 
dirferent persons, in different parts of the country 
carry on a conversation by a single telephone 
connection. 
9. Business establishments have their own switchboards 
which are known as private branch exchanges, or 
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P. B. x.•s. 
L. All subscribers are given a copy of the telephone book. 
1. The first pages contain instructions on how to use the 
telephone, how to make different kinds of calls, 
various services, and rates, and is called the 
Information Section. 
2. The next section, called the Alphabetical Section, 
contains a list of subscribers, in alphabetical order 
and the addresses and telephone numbers of each. 
3. The Classified Directory, usually of yellow paper, 
contains an alphabetical list of the kinds of business 
in which the subscribers in that area are engaged. 
M, A telegram is a short letter. 
I 
1. A fast telegram is sent during the day or night and it i 
is delivered as soon as it is received. 
a. It is the fastest and most expensive kind of 
telegram. 
b. The minimum charge is for ten words and the 
rates vary according to the distance the telegr 
is to be sent. 
2. A day letter is a slow telegram. 
a. It can be used anytime, and it is sent when the 
wires are not too busy. 
b. The minimum charge is f'cr fifty words. 
3. Telegraph messages sent at night are known as night 
letters. 
I 
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a. Night letters may be accepted up to 2:00 a.m. 
each day and are delivered on the morning of the 
next business day. 
b. The minimum charge is for 25 words. 
4. Serial Service is sending several messages from the 
same person to the same addressee. 
a. The message is preceded by the letters SER . 
b. The minimum charge is for 15 words for each sec-
tion and a minimum of 50 words per day. 
5. Telegraph messages must be written on blanks provided 
by Western Union. 
a. All words are counted and charged for. 
b. Abbreviations should be written out. 
c. The date, inside address, and signature in ful1 
are free. 
d. In code messages five letters constitute one 
word. 
c. Cablegrams are sent from one continent to another by 
cables laid on the ocean floor. In code cablegrams 
the minimum charge is for five words . 
?. Radiograms are messages sent by radio from ship to 
shore, ship to ship, and from one country to another. 
2? 
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Teacher'~ References 
Books 
Crumpton, Claudia E., and Hosie, , Junior High 
School English, Book III, American Book Company, 1928, 
Pp33-60; Pp303-315. 
Lessenberry, D. D., Twentieth Century Typewriting, Two-Yea 
Course, South-Western Publishing Company, l942, Pp95-96; 
Ppl09-lll; Ppl27-128. 
American Business Education Yearbook, Volume VI, 1949, 
General Business Education, Chapters I, II, and XVI. 
Magazines and Pamphlets 
1. Anderson, R. I., ttLet's Teach Business Letter-Writingtt 
Journal of Business Education, October 1948, Ppl7-19; 
Novemberl948, Pp29-31; December 1948, Pp29-31. 
2. Aurner, Robert, ttCommunication in a Modern Business Scenett 
Balance Sheet, December 1945, Ppl47-151. 
3. Ransom, G., ttDo Your Students Know How to Telephonett 
Business Education World, May 1946. 
4. ttTeaching the Preparation of Circulars for Mailingtt 
Journal 2! Business Education, April 194?, , May 1947. 
5. ttWrapping and Shipping are Importanttt Journal of Business 
Education, March 194?. 
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!. 
6. Postal Information, Superintendent of Documents, 
25, D.~., free. ashingto1 
1. 
2. 
Films 
ttA New Voice For Mr. X" 16mm., free, American Telephone an 
Telegraph Company, Boston, Massachusetts. 
"Telephone Courtesy" l6mm., free, American Telephone and 
Telegraph Company, Boston, Massachusetts. 
I 
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3. ttEight Parts of a Business Letter" Rental $2.50, . 16mm., 
International Theatrical and Television Corporation, 25 
West 45th Street, New York, New York. 
I 
4. "Laying the World's Fastest Ocean Cable" 16mm. free, ! 
Bureau or Visual Instruction, University of Kansas, Uni ver-i 
sity Extension Service, Lawrence, Kansas. ! 
Indirect Learning Products 
1. Understanding of the work required to see that the 
mail goes through. 
2. Understanding of the work required to place telephone 
calls and to send telegrams and cablegrams. 
3. Understand when, how, and where to use the special 
services o~ the post office. 
4. Understand when, where, and how to use the special 
services offered by the telephone and telegraph companies. 
Incidental Learning Products 
1. Appreciation of the postal services rendered by the 
federal government. 
2. Appreciation of the telephone, telegraph, and cable 
services rendered by those utility companies. 
3. Improved spelling and penmanship as a result of the 
letter-writing section. 
4. Improved skill in arithmetic as a result of the sec-
tion on figuring the cost of sending certain mail. 
!, 
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Tentative Time Allotment 
Four weeks are allotted to the study of communication. 
The general business classes meet four times each week, and 
this will give the two divisions each 16 periods on the study 
of communication. 
Unit Assignment 
Introductory Activities. 
The mastery test will be given on the first day of the 
unit study~ The second day of the study the introductory 
talk and discussion will center around: The importance of 
communication. The advantages of having different kinds of 
communication service. 
able communication services. 
Core Activities. 
After you have read over the list of activities there may 
be some other activity which you would also enjoy doing. If 
so write out a description of the thing to be done and hand it 
in tomorrow or before you undertake said activity. Submit 
I 
I 
,. 
the answers to the starred questions to your teacher using ink / 
I 
and white composition paper. I 
. I 
1. Why are top, bottom and side margins left on letters? / 
* 2. Write a letter to the head of the business d·epartment 
at the high school inquiring about the business pro-
gram offered there. 
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* 3. You have seen a coat, which you like very much, adver-
tised in the New York Times at Macy's, Broadway at 
34th Street, New York, N. Y. The coat costs $29.95 
and your parents say that you may have it. Write a 
letter of requisition to the store giving all the 
information the store will need to send you the coat 
you want. Indicate how you will send the money. 
4. Why is each part of an address on a separate line? 
5. How does a business letter differ from a fDendly 
letter? ( 0 : 60 ) 
6. How are the rates f'or parcel post packages determined? 
~ 
* 7. Several of' the Boston Department stores have adver-
tised tor extra help for the Christmas season. Write 
a letter ot application to a store of your choice. 
Fold the letter, insert in an envelope, but do not 
seal it. (G:ll0-111) How will the prospective em-
ployer judge you? (Optional Activity Number 4) 
*a. A popular brand of cereal (Wheaties) is sending to its 
consumers a camera for 55 cents and the (Wheaties) 
box top. Write a letter, (General Mills, Box 200, 
Minneapolis, Minnesota) assume you are enclosing the 
money, fold the letter, enclose it in an addressed 
envelope, but do not seal the envelope. 
* 9. What are the three ways you might send money through 
the mail? (G:l51-15~) When would you use each? 
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10. Where on an envelope do you place the stamp? Why 1s 
it placed here? 
* 11. You are $Way from home for a vacation and have spent 
more money than you intended. Write a letter to your 
· parents asking them to send you $5.00. Since you are 
i~ a hurry what special postal service will you use? 
Address the envelope, draw a picture of the stamps 
require4 and on the reverse side of the envelope 
write in numbers the total amount of postage required. 
* 12• Write the return address, inside address, and salu-
tation of a letter addressed to the following: 
(What is your return address?) 
a• R. H. Stearns Company, 540 Madison Avenue, New 
York 12, N. Y~ 
b. Alice R. Manners (unmarried) 31 Jack Street, 
Baltimore 28, Maryland. 
c. Louise Jones Brown (Mrs. Alfred Brown) 400 
Wickham Road, Newtown, Connecticut. 
d. Law office of Brown, Green, Black and White, 
40 Broad Street, Boston 2, M~ssachusetts. 
(G:lOl-103) 
* 13. Write a complimentary close and signature for the 
following: 
a. A letter you write to your parents while you 
are at camp. 
b. A letter in which you are sending a cheok to 
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pay the telephone bill. 
c. A letter written to a friend of yours who is 
away for a vacation. 
* 14. Draw a diagram showing how a letter should be folded 
before it is inserted in an envelope. (0:487-488) 
15. Have you ever received any second class mail? What 
does this term mean to you? 
16. How does the heading on a friendly letter differ from 
the heading on a business letter? 
* 17. Solve situation 1, P. 122 in Goodfellow on the cost 
of mailing certain letters and cards. 
* 18. Write an invitation to a friend to a party you are 
giving at your home on May 27, 1950 at eight o'clock 
in the evening. 
* 19. List the following and beside each write the correct 
and least expensive way it should be written in a 
telegram. 
a. 14 Fourteen 
b. 4098 
c. can't 
d. they're 
e. N. J~ 
f. 4th 
g. f.o.b. 
h. two hundred forty-five 
i. $2.00 
l 
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* 20. Write a letter to a close friend who has moved away 
and tell him or her all the local and school news. 1 
21. I How would you call the following numbers using a dial. 1 
! 
telephone assuming you had extended area service in 
Metropolitan Bo$ton: 
a. Watertown 3-9032 
b. Mystic 8-5836 
c. Jefferson 2-4828 
d. Somerset 6-2863 
2&. How would you call the following numbers using a 
manual telephone it you had extended area service in 
Metropolitan Boston: 
a. Parkway 7-4444 M 
b. Wellesley 5-4680 
c. Kirkland 6-1354 
d• Lasalle '7-4281 
23. You would like to talk to Joseph Rutter who lives in 
Worcester, but he does not have a telephone. What 
arrangements could be made so that you might speak 
with him? 
* 24. Solve Situations 3 and 4, P. 95, in Goodfellow on 
the cost of cablegrams. 
* 25. Write a letter to your grandmother thanking her for 
the sweater she gave you for your birthday. 
* 26. Send a night letter to your father telling him the 
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time your train will arrive at the railroad station 
following your stay at camp. 
27. Look up the following telephone numbers in the tele-
phone book o~ the table at the front ot the roam. 
a• Police Department 
b. J.l'ire Department 
c. F. B. I. 
d. Local hospital 
e. Local doctor 
t. Our school 
g. Telephone repair service 
h. Telephone information 
* 28. Write an acceptance to a dinner invitation to be 
given on June 2, 1g5o, at the home Qf Mr. and Mrs. 
J. K. Post, 46 Pleasantview Avenue, :Medtord 55, 
Massachusetts. 
* 29, Solve one of the tour General Business Problems on 
Pp426-427 Crabbe and Salsgiver, on telephone conver-
sations. 
* 30. You have made plans to spend the coming long week-end, 
which starts in two days, at a mountain resort. You 
are suddenly taken ill with the grippe. How will you 
notify the owners of the resort you are unable to 
attend? Prepare the proper notification. 
* 31. Send a wire in answer to the following paragraph: 
I cannot meet you in Boston May 29, 
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as we planned, since 
town that week-end. 
be in Boston June 5, 
you at that time. 
32. Why are code messages sent? 
r•11 be out of 
However, I will 
and hope to see 
* 33. Make up a simple code ot your own and write the fol~ 
lowing message: 
Send four dozen pencils--B$bb's 
Commonwealth--No 910--2 3/8 7--and 
tour dozen rulers "Falconer". 
(For what do your different symbols stand?) 
See Optional Activity Number 17. 
34. During what hours are night rates in effect ror 
telephone calls? 
35. How does the intercommunication system used in many 
of:tices compare with the intercommuni cation system 
used at our school? 
* 36. Prepare a chart on the different kinds of telegraph 
services, comparing them as to speed and cost. 
37. What is generally the minimum time on toll calls? 
38. How do you count the words in a telegram? 
39• What do the following letters mean when placed after 
names in the telephone directory. 
rl est 
elect applncs 
otc 
rr 
brkrs 
div ofo 
brnr serv 
paintr 
plmbr 
phys 
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Why are these letters placed in the telephone 
directory? 
40. Why do we have so many different kinds of communi-
cation? 
* 41. Answer twelve of the "Questions and Topics tor Dis-
cussion" Pp41-42 ~ Modern Business Serves ~' 
Odell, Clark, Miller, et al. 
42. Assume you are limited to twenty calls a month. What 
would you probably consider your most important calla 
* 43. You have been told of an attempted robbery next door 
and have been asked to call the police. Explain how 
you would put such a call through. 
44. You cannot be at home for Mother's Day and you would 
like your Mother to receive a dozen roses from you. 
How can you be sure she will get them in time for 
Mother's Day? 
45. A relative is visiting in Loa Angeles, California 
and it is imperative that you get in touch with him. 
You do not know where he is staying. How can you 
get in touch with him? 
3? 
Optional Related Activities. 
After you have read over the list of activities there 
may be some other activity which you wo:uld also enjoy doing. 
If so write out a description of the activity to be done and 
hand it in tomorrow, or before you start to work on it. 
1. Do you have a pen pal in either some distant state or 
country? In an oral talk tell the class about your 
letter-writing experiences with your pen pal. 
2. Have you ever received a letter in which there were 
spelling, punctuation, or grammatical errors? What 
was your opinion of this person or firm? Write a 
composition of not more than 250 words explaining 
how these errors could be avoided in letter writing. 
3. Bring in samples of business letters and identify the 
the parts of each one. 
I 
I. 
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4. One of your friends, not in our general business clas1 
i is looking for a part-time job in a department store. I 
She askS you for help. Tell her the steps in writing 
a letter of application, and any other points which 
you think might help her. (G:llO) 
5. Do you like to write letters? Do you write many 
letters? What kind do you write most often? Prepare 
a two minute oral talk on why you do or do not like 
to write letters. 
6. Prepare a list of "Dots and Dontt•s for Sending 
Packages by Parcel Post." Do up a bundle at home 
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and/or in class to show us how you follow your "Do's 
and Don't' s~ '! 
7. If you collect stamps bring in your collection and, 
if possible, arrange a display at the front of the 
roo~repare a brief oral talk to explain your dis-
play. If there is · some one else in the class who 
collects stamps you may get together a committee 
and plan the display. 
s. Build a model of the mail box found on many street 
corners for receiving your out-going letters. 
9. Draw a picture o:r .make a model of any one of the 
types of telephones in use today. 
10. Prepare a history of the telephone using pictures or 
illustrations. Perhaps you would like to work in 
committee and show these pictures and/or illustration 
on the opaque projector. 
. 
I 
I 11. Volunteer to give an oral report on any one of the ., 
following: Alexander Graham Bell; Samuel F. B. 
Morse; Guglielmo Marconi; Cyrus Field; John Gutenberg· 
Benjamin Franklin. Consult the teacher before under-
taking any one or these to eliminate duplicate 
repcr ts. 
I 
I 
I 
.r 
12. Serve on a committee to have charge of the bulletin i ¥ 
i 
! 
Prepare plac- i\ board for our study of communication. 
ards containing the words--Communication--Telephone-- !i 
Telegraph--Let~ers--Radio--Cablegrams. j 
I 
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13. Prepare an acrostic using the word C-0-M-M-U-N-I-C-A-
T-I-O-N. 
14. Prepare an oral report on the pamphlet "It's Fun to 
Write Let-r;ers" compiled by the Eaton Paper Corpora-
tion. 
15. Prepare a two minute oral talk on any one of the 
following: 
a. American Indian Smoke Signals 
b. Carrier and Homing Pigeons 
c. Heliograph (Mirrors) 
d. African Tom To~ 
e. Modern Telegraph versus the Original Telegraph 
f. Morse Code 
g. Differences between the Semaphore and "Wig Wag" 
h. Pony Express 
16. The mechanically inclined student might wish to give 
a classroom demonstration on how the telephone actu- · 
ally works. 
17. Using the code you made up for Core Activity Number 
35 prepare a code message of your own. 
18. Prepare an oral report on "Ticker Tape}~", 
19. Prepare an oral report on "The Voice With the Smile 
Wins~~·~ ." 
20. Volunteer to dramatize correct and incorrect tele-
phone techniques with one of your classmates. 
21. Give an oral report on "How to Use the Dial" using 
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using the telephone dial in the room. 
22. What is meant by the franking privilege? Do you 
have such a privilege? Prepare a brief report on thi~ 
subject. 
23. Write a formal invitation to a friend of yours invit-
ing him or her to attend the Ninth Grade Prom with 
you on ~une 2, 1950, at eight o'clock in the evening. 
24. Assume you have been invited to the Ninth Grade Prom 
on ~une 2, 1950, at eight o'clock in the evening. 
Write an acceptance to your escort fer the evening. 
25. Compose a sample telegram for each class of service 
to be sent to New York, N. Y. 
26. Bring to class a telephone bill recently received 
at your home. Explain the meaning ot the various 
symbols and letters. 
27. Write a brief skit on "How to Send a Telegr~re­
quiring three to five pupils to take part. Select 
the pupils to take part in your skit. 
28. Bring to class any telegrams you may have at home 
and explain the type of service used in each case. 
29. Many different kinds of entertainment are available 
on both radio and television networks. These pro-
grams are very expensive to sponsor. Who pays for 
these broadcasts? Prepare a brief oral report on 
this timely subject. 
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Communication Test 
Part !--Matching ~· In the blank space to the left of 
each phrase in Column I print the letter of the term from 
Column II that best describes that phrase. 
Colu.um I Column II 
1. The minimum rate for a money A. 6~ 
--- order. 
2. A letter written to order 
--- goods. 
____ 3. The rate per ounce for do-
mestic air mail. 
___ 4. A telephone used by two or 
more subscribers. 
_____ 5. The maximum dimensions for 
a parcel post package. 
_____ 6. The greeting in the letter. 
____ ?. A call on which the charges 
are to be reversed. 
B. 100 lbs x 60 in. 
c. Party Line 
D. Fourth Class M~il 
E. 10¢ 
F. Complimentary Close 
G. Collect Call 
H. Letter of Inquiry 
I. Toll Call 
J. Second Class Mail 
_____ s. A letter seeking information. K. Letter of Requisi~ 
tion 
___ 9. Telegraph messages sent 
during the night at lower 
rates. 
L. Night Letter 
, _10. Another name for parcel 
post. 
M. Salutation 
o. ?0 lbs x 100 in. 
P. Letter of Applica-
tion II ! 
I 
i 
lr 
/i 
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~ II--Matching ~· In the blank space to the left of 
each phrase in Column I print the letter of the term from 
Column II that best describes that phrase. 
Column I 
1. Cost of a u. s. Postal 
--- Note. 
2. Telephone with the receiver 
--- and mouthpiece in separate 
units. 
3. Name and address of the 
--- writer. 
___ 4. Inventor of the telephone. 
___ 5. Telephone service used in 
homes for social and do-
mestic calls. 
Column II 
.A.. Desk Stand 
B. Hand Telephone 
c.· sst 
D. Heading 
E. Residence Service 
F. Alexander G. Bell 
G. s. F. B. Morse 
H. 5¢ 
I. Business Service 
J. Inside Address 
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Part III--Parts of a Letter. In the spaces at the bottom of 
-- --
the page write the names of the parts of the letter as 
numbered. 
I 
1 
----JJ-
--------j_ 
___ .;._ _ . 
'. 
~ · 
4. 
---· 
---------------- ~ 
------- to. 
- .. -
- 7. 
1. 
2. 
7. 
4. ..... 
I 
\ 
; 
I 
I 
I II 
jl 
11 I 
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Part IV--Multinle Choice. Place an X in the proper parenthe-
sis to answer each of the following questions. 
1. That type of telephone service in which you can call local ' 
areas touching you at no extra cost. 
( ) A. 
( ) B. ( ) c. 
( ) D. 
Business Service 
Contiguous Service 
Flat Rate 
Message Rate 
2. A telephone call in which the subscriber wishes to speak 
to a particular person at a particular place. 
( ) A. 
( ) B. ( ) c. 
( ) D. 
Collect Call 
Messenger Service 
Person•to~person Call 
Station-to-station Call 
3. A letter written to order goods. 
4. All 
( ) A. Letter of Complaint 
( ) B. Letter of Requisition 
( ) c. Letter of Inquiry 
( ) D. Letter of Application 
sealed letters' are classed as: 
( ) A. 
( ) B. ( ) c. 
( ) D. 
First Class Mail 
Second Class Mail 
Third Class Mail 
Fourth Class Mail 
5. That part of the telephone directory giving instructions 
on how to use a telephone. 
( ) A. 
( ) B. ( ) c. 
( ) D • 
Classified Section 
Alphabetical Section 
Information Section 
Shoppers Guide 
!' 
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6. Mail sent out to the addressee as soon as it is ~ceived 
in the post office. 
( ) A. 
( ) B. ( ) c. 
( ) D. 
Air Mail 
Special Delivery 
Special Handling 
Registered Mail 
7. The fee for domestic air mail is: 
( ) A. 
( ) B. ( ) c. 
( ) D. 
3 cents per ounce 
6 cents per ounce 
8 cents per ounce 
12 cents per ounce 
s. Newsp~ers and magazines are classed as: 
( ) A. 
( ) B. ( ) c. 
( ) D. 
First Class Mail 
Second Class Mail 
Third Class Mail 
Fourth Class Mail 
9. You want to wish your brother Bon Voyage on his European 
cruise. His ship ia now eight hours out of Boston. What 
is the fastest way to send a message to him? 
( ) A. 
( ) B. { ) c. 
l ) D. 
Cablegram 
Telegram 
Radiogram 
Telephone 
10. The least expensive way· of sending $5.00 safely through 
the mail. 
~ ~ ~: ( ) c. 
( ) D. 
u. s. Postal Note 
Money Order 
Registered Mail 
Check 
i 
i 
li 
I! 
I 
ll 
I 
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~ V--Multiple Choice. Place an X in the proper parenthesis 
to answer each of the following questions. 
1. A letter written in answer to a "Help Wanted" newsp~per 
clipping. 
\ 
( ) A. Letter of Requisition 
( ) B. Letter of Application 
( ) c. Letter Of Inquiry 
( ) D. Letter of Acknowledgment 
2. That ~ part of the letter containing the name and address 
of the person to whom the letter is going. 
( ) A. 
( ) B. ( ) c. 
( ) D. 
Heading 
Inside Address 
Salutation 
Complimentary Close 
3. In a business letter using mixed punctuation, a colon is 
placed after : · 
( ) A. 
( ) B. ( ) c. 
l ) D. 
Complimentary Close 
Salutation 
Signature 
Date Line 
4. Books are classed as: 
( ) A. 
( ) B. ( ) c. 
( ) D • 
First Class Mail 
Second Class Mail 
Third Class Mail 
Fourth Class Mail 
5. The cost of first class mail: 
( A. 
( ) B. 
( J c. 
( ) D. 
2 cents per ounce 
3 cents per ounce 
4 cents per ounce 
5 cents per ounce 
II 
I 
I 
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6. The maximum size for parcel post packages is: 
7. The 
( ) A. 
( ) B. ( ) c. 
( ) D. 
70 in x 100 lbs 
60 in x 80 lbs 
80 in x 60 lbs 
100 in x 70 lbs 
minimum fee for registered 
( ) A. 5 cents 
( ) B. 15 cents 
( ) c. 25 cents 
( ) D. 35 cents 
mail: 
8. Additional up-to-date postal information may be obtained 
from: 
( A. Encyclopedia Brittanica 
~ B. Dictionary c. World Almanac 
l D. u. s. Postal Guide 
9. The largest balance allowed in the u. s. Postal Savings 
10. 
accounts: 
( ) A. 
( ) . B. ( } c. 
( ) D. 
$500.00 
11500.00 2500.00 3500.00 
A telephone with the receiver and mouthpiece in one unit: 
( ) A. 
( ) B. ( ) c. -
( ) D. 
Hand Telephone 
Desk S~yle Telephone 
Manual Telephone 
Dial Telephone 
You give the operator the number and she makes the 
connection: 
( ) A. 
( } B. ( } c. 
{ ) D. 
Manual Telephone 
Dial Telephone 
Hand Telephone 
Portable Telephone 
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12. A call directed to an out of town exchange and the connec- I 
tion is made by the long distance operator. 
( ) A. 
( ) B. ( } c. 
( ) D. 
Collect Call 
Local Call 
Toll Call 
Long Distance Call 
. 13. A call in which a number of different persons in different 
parts of the country carry on a conversation by a single 
telephone connection. 
( ) A. 
( ) B. ( ) c. 
( ) D • 
Toll Conference Service 
Messenger Service 
RePort Charge 
Station-to-~tation Call 
14. The minimum charge on a fast telegram: 
, 15. 
! 
( ) A. 
{ ) B. ( ) c. 
( ) D. 
Fiv·e Words 
Ten Words 
Fifteen Words 
Twenty Words 
Night letters are accepted each day until: 
( } A. 
( ) B. ( ) c. 
( ) D. 
.Midnight 
1:00 am 
2:00 am 
3:00 am 
16. Telegraph messages sent in sections during the day by the 
17. 
same person to the same addressee. 
First 
( ) A. 
( } B. 
( ) c. 
( ) D. 
person 
( } A. 
( ) B. ( ) c. 
( } D. 
Serial Service 
Code Service 
Night Letter 
Fast Telegram 
to successfully send 
Samuel F. B. Morse 
Alexander G. Bell 
Cyrus Field 
Guglielmo Marconi 
messages by telegraph: 
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19. 
20. 
21. 
22. 
23. 
J. 
ii 
First person to successfully lay 
( ) A. Samuel F. B. Morse 
( ) B. Alexander G. Bell 
( ) c. Cyrus Field 
( ) D. Guglielmo Marconi 
A U. s. Government Postal Card: 
( ) A. First Class Mail 
( ) B. Second Class Mail 
( ) c. Third Class Mail 
( ) D. Fourth Class Mail 
The inside address is charged for 
( A. Fast Telegram 
( B. Day Letter 
( c. Night Letter 
( D. Cablegram 
"Wig Wag" is signalling by means 
( A. Smoke 
( B. Mirrors 
( c. Flags 
( D. Telegraph 
Semaphore signalling employs: 
( ) A. One Flag 
( ) B. Two Flags 
( ) c. No Flags 
( ) D. Mirrors 
As we know it today the semaphore 
( ) A. George Washington 
( ) B. Abraham Lincoln 
( ) c. Lord Nelson 
( ) D. Napoleon Bonaparte 
the Atlantic Cable: 
in a: 
of: 
system was developed by: 
I 
I 
I 
I 
i 
I 
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[1_15. 
_16. 
1?. 
-
18. 
-
19. 
-
20. 
' -
21. 
-
22. 
23. 
-
24. 
-
25. 
A money order may be purchased for any amount up to 
and including $1,000.00. 
The minimum charge for a telegram is for fifteen 
words. 
A letter of application is written when applying for 
a job. 
A coin box telephone is often placed in the kitchen 
of homes to save space. 
Blue stationery with red ink is suitable for a busi-
ness letter. 
The letters P. B. X. mean Public Branch Exchange. 
A colon follows the salutation in a friendly letter. 
In code messages every five letters count as one 
word. 
The second . line in the heading is indented 1/2 inch 
from the first line in a handwritten letter. 
A day letter is the same as a telegram. 
All telephone calls are paid for before the call is 
completed in the coin box. 
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Part VI--True ~ Not-~ ~· If you believe the following 
statements are ~ print the letter T in the space provided 
to the left of the statement. If you believe the statement 
is wholly or partially Not-True (False) print N in the space 
---:-- -
prov i ded. 
1. 
---
____ 2. 
___ 3. 
___ 4. 
. 5. 
---
The maximum amount allowed in a U. s. Postal Savings 
account is $2500.00. 
The u. s. Postal Guide is free to anyone who wishes 
it. 
The minimum fee for registered mail is twenty cents. 
C~blegrams are messages sent from one continent to 
,another by wires laid on the ocean floor. 
Mail sent out as soon as .1 t is received in the post 
offio~ is · known as Special De~~.1iery !'ail. 
_____ 6. The rates fer parcel post depend only on the weight 
of the package. 
____ ?. The Classified Section of the telephone book serves 
as a shoppers• guide as it shows where to find or 
buy ·certain essential articles . or services·. · 
___ 8. 
___ 9. 
All sealed letters and packages are considered first 
class mail. ;.. . 
·· 't, . -
The heading on a letter contains . the name and address 
ot the person receiving the letter. 
_10. A telegram is not sent in code. 
_11. 
_12. 
_13. 
_14. 
The fee for a "Special Delivery" letter is thirteen 
cents plus the r~gular postage. 
Mail may be registered for as much as $1,000.00. 
A telephone call to another city which requires the 
services of a long distance operator is called a 
local call. · 
Books are classed as third class mail. 
; 
I 
i 
,I 
,, 
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CHAPTER IV 
RESULTS 011' TEACHING THE COMMUNICATION UNIT 
Daily Log 
Divis i on .!• 
Day 1. Introduction . The mastery test was used as a pre 
t est and given to the pupils on their first day of the unit. 1 
I 
The pupils seemed to have no difficulty on any par t of the tesi 
I' 
and all finished the test during the class period . 
Day~· Introduction. The general study and activity 
guide, including both the core activities and the optional 
activities, was distributed to the class. The pupils seemed 
to -be surprised at the amount of work they were going to do . 
A few inquired if this represented the assignment f'or one dey , 
As a whole the class was interested in the work and anxious 
to get started. One girl was worri ed over the large quantity 
ot: pap:er she would use in writing the required letters. Two 
pupils inquired about their grades on the pretest . 
Day 3 . Laboratory Phase. During this period the pupils 
worked by t.nemselves , reading , writing , e.nd studying the 
material they felt they needed to work on. 
Day 4. Laboratory Phase. A large number ot: the pupils 
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completed the goal of the first ten items on the core activ-
ities and handed in the finished material for correction. A 
few, whose work was not complete, were told that the next day 
would be time enough to hand in these letters . 
Day 5. Pooling and Sharing of Experiences. Those letters 
handed in on Day 4 were returned to the pupils. A discussion 
of the corrections made on the letters followed. The common-
est errors made were on the punctuation following the saluta-
ti on and how to fold a busine ss letter. I I 
Day .§_ .. Laboratory Phase. Most of the pupils are 1: working ·I 
on items # 2 and #13 on the core activities and are now finish· 
ing the letter writing section. Since this was the first unit 
the class had worked on it was suggested that where possible 
the activities be completed in numerical order. Many are now 
starting the telephone and telegraph material . 
Day 1 ~ ~· Laboratory Phase. Pup ils are working alone 
at their own speed. Pooling~ Sharing Bt Experiences. A 
discussion followed on the cost of mailing and sending sending 
certain letters. This problem was taken from Page 122 in 
Goodfellow. Pupils seemed confused that the rate for first 
class mail is "Three cents per ounce or fraction thereof". 
Day ~· . Pooling and Sharing .2! Experiences. A series of' 
questions was asked by various members of the class relating 
to "inside address", "salutation" and "night letter", and the 
marks of punctuation used at the ends of the special lines in 
a business letter. The remainder of the class period was spen1 
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by the pupj.ls in completing an assignment of their choice. 
Day 19.· Pooling and Sharing of Experiences. During the 
first sixtE~en minutes of the class period a brief quiz was. 
given. Items included in the test pertained to letter writing, 
parts of a letter, kinds of letters, punctuation marks used in 
business letters, and the methods of counting words in the 
various classes of telegraph service;;_ The remainder of the 
period was spent by the pupils in working on an item of their 
choice. Most of the pupils are now working on items # 25 to 
#30 on the core activities. 
Day l:h. Pooling ~ Sharing of Experiences. A discussio 
took place on night letters, day letters, cablegrams, code 
cablegrams, and the uses of the words "accept" and "except" 
I 
i 
1 in a letter. Envelopes were passed out and each pupil 
I 
I 
I 
I 
i 
! 
II 
II 
II 
II 
li 
II 
I' 
.I 
I! 
addressed an envelope for core activity #28, using his own 
return address. 
Pooling and Sharing of Experiences. Special 
reports were given on "Cyrus Field" and "Marconi". A 
discussion on the historical, social and economic importance 
of these inventions followed. Most of the pupils in this 
division have finished the core activities. 
Pooling and Sharing £! Experiences. One of' the 
pupils in this division is a television star and has her own 
program several nights a week from a Boston channel. She 
gave an oral talk on the rehea~sals, the way to speak, stand, 
and face the cameras, and the great expense entailed in li 
I! 
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producing these programs, arid why advertisers are willing to 
pay these high prices. Special reports were also given on 
"Alexander Graham Bell", "Samuel Morse", and "Indian Smoke 
Signals". 
Day 11. Pooling and Sharing of Experiences. This was 
the day designated fer an oral review on communication. 
Pupils brought to class any questions they had encountered in 
their reading, or in performing the various activities of the 
unit. As a whole they were mostly co.ncerned with the cost of 
cablegrams.. Most of the pupils have now finished the core 
activities: and are working on the optional related activities. 
Day 12· Evaluation. The mastery test was given. Pupils 
were amaZEld to notice it was the same test as they had taken 
previously as a pretest. Some of the less observant members 
of the division were not aware that it was the same test. 
Day 16. Evaluation. Pupils filled out various inquiry 
forms about the unit. These forms were questions about what 
the pupils liked or disliked in the unit method, wh~t they 
considered easy ordifficult, interesting or dull, and 
suggestions for the future use of the unit. 
This division did very few of the optional activities, 
and seemed to particularly shy away from oral ~rk. This was 
an all-gir l division. 
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Some of the girls drew pictures of the different kinds of L 
or telephones used today, and made models of telephones and 
mailboxes out of clay and pas~eboard. Many girls wrote the 
optional letters and did the other written work, but the oral 
work was noticeably omitted. 
Division ll• 
Day !• Introduction. The mastery test was used as a 
pre-test emd given · to the pupils on their first day of the 
unit. This group had great difficulty in understanding the 
directions for the test. Part III was particularly difficult 
for them Emd many asked questions on the procedure after 
starting t he test. 
Daz 1~· Introduction. The general study and activity 
guide, inc;}lUding both the core activities and the optional 
related aetivities, was distributed to the class. Many did 
not like the idea of doing the work this way. Several or the 
pupils felt they were going to do too much work. As a whole 
the assignment was misunderstood by this division. 
Day~· Laboratorl Phase. Many tried to write one or 
two of the letters without doing any reading or studying. 
Many pupils had questions on the letter writing part. One of 
the pupils felt that the directions were not clear. As a 
whole the division was perturbed and upset with the work they 
were to do. 
Day 4. Laborator: -Phase. The division is now accepting 
the fact that in order to write letters it is necessary to do 
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some reading and studying, and the work is going better today. 
Those pupils who had core activities #2, #3, #7, #8, and #9 
complete handed them in for correction. 
Day ~· Pooling !BS Sharing £! Experiences. Corrected 
core activities #2, #3, #7, #8, and #9 were returned to the 
pupils. A discussion on the corrections followed. The com-
monest error made in the business letters was in following 
the salutation by a semi-colon. The next most frequent error 
was in the folding of a business letter. The remainder of the 
period was spent in working on other core activities. 
Day ~· Pooling ~ Sharing £! Experiences. Special 
reports were given by two pupils. One report was "Carrier and 
Homing Pigeons" and the other was "A Technical Description of 
How the Telephone Actually Works". A discussion followed 
about carrier pigeons and the pupils decided that this method 
of communication was almost outmoded. The other pupils now 
seem to be more interested in this type of work and are 
signing up to prepare additional reports. 
Da~ 1• Laboratory Phase. Most of the pupils are now 
. 
working on core activities #1~, and #13, having nearly~ j 
finished the letter writing section. Several pupils have I 
started to work on the telephone and telegraph material. 
Day 8. Pooling ~ Sharing ,2! Experiences. A .~:~?· ecial 
report was given on "How to Use the Dial" using the sample 
r dial in the classroom. After this report was given other 
I 
pupils asked questions on the material. The remainder of the 
' 
I! 
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class period was spent by the .pupils in vcrking on the core 
activities of their choice. 
Day ~· Pooling and Sharing g! Experiences. A special 
report was given on "Alexander Graham Belln. A question pe-
riod followed with the pupils wondering why Bell was so inter-
ested in both the airplane and telephone. Corrected core 
activities #11, #12, #13, #14, #1?, #18, and #19 were -returned 
and discussed. There are still questions as to why the second 
word in the complimentary close is not capitalized. 
Pooling ~ Sharing ~ Experiences. 
first sixteen minutes of the class period a brief quiz was 
given. 
parts of a letter, kinds of letters, punctuation marks used . 
in business letters, and the method of counting words in the 
various classes of telegraph services. The remainder of the 
period was spent by the pupils in working on an item of their 
choice. Most of the · pupils are now working on core activities ; 
#25 to #30. 
Day 1!• Laboratory Phase. The pupils spent this period 
working by themselves. There was a very brief question period 
on the use of code messages, and the way these messages are 
·I charged for. 
! 
Envelopes were passed out and each pupil ad-
I 
I 
dressed an envelope far core activity #28, using his own 
return address. 
I Pooling ~ Sharing of Experiences. A brief 
special report was given on "Heliograph". A question period 
I 
.I 
J, 
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followed on the use of the word "truly" in a complimentary 
close. Two pupils in the division dramatized ccrrect and 
incorrect telephone procedures. The presentation was both 
instructive and amusing. 
Day ~· Pooling ~ Sharins 2! Experiences, Two special 
reports were given on "Cyrus Field" and "Samuel Morse". A 
heated discussion followed as to the difference between the 
telegraph and the cable. Some of the pupils were particularly 
confused when they learned that both the telegram and cable-
gram were usually sent by International Morse Code. Most of 
the pupils have now finished all of the core activities. 
Day 1!• Pooling and Sharing £! Experiences. This was 
the day set aside for an oral review on communication. The 
topic "What I Learned from the Communication Unit" was used 
to start the review. As a whole the class was concerned mostl 
with the cost of special postal services, marks of punctuation 
in business letters, and the counting of words in telegrams 
and cablegrams. 
Day 12· Evaluation. The mastery test was given. Pupils 
were surprised it was the same test they had taken previously I 
I 
as a pretest. Some of the less observant members of the class / 
were not aware that it was the same test. 
I Day 1£• Evaluation~ 
I! forms about the unit. 
Pupils filled out variou$ inquiry 
I !: 
li 
I! 
I 
i 
I 
,l 
These forms were questions were about 
what the pupils liked or disliked in the unit method, what 
they considered easy or difficult, interesting or dull, and 
I 
I 
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suggestions far the future use of the unit. 
This division seemed to prefer the oral work. As a 
whole this group was more enthusfastic and interested in the 
work and the unit method. 
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General Intelligence, Pre-Test Score, Mastery Test Score, 
and Points of Gain or Loss, Division I 
---
- -
Pre-Test Mastery Test Points of General 
Pupil Score Score Gain or Loss Intelligence 
1. 57 59 f2 115 
2. 51 66 fl5 126 
3. 54 58 t4 121 
4. 56 52 -4 90 
5. 51 61 flO 119 
6. 60 64 /-4 135 
7. I 59 67 fa 117 I I s. 60 64 l-4 111 I 9. 54 65 fll 121 I 
10. 46 58 l-12 89 ! ' 
11. 43 59 tl6 106 I 
12. 44 60 fl6 95 I 
13. 46 66 f 20 118 
14. 49 61 tl2 108 
15. 45 55 tlO 90 
16. 37 66 f29 85 
17. 54 59 f5 99 
18. 48 68 f20 106 
19. 40 62 l-.22 92 
20. 53 57 f4 91 
21. 44 53 -9 86 
22. 62 69 f7 128 ' I 
23. 52 59 f7 100 I 
24. 49 56 /-7 104 
25. 53 56 f3 103 
26. 
I 
35 57 f22 101 
27. 44 51 f7 63 
28. I 48 66 fl8 I 
87 
29. 56 63 f9 107 
. 30. 57 70 fl3 121 
I 
31. 35 49 fl4 99 
32. 52 . 66 l-14 104 
I 33. 40 53 l-13 101 
. I 
I 34. 56 62 f6 105 
I 35. 55 52 -4 i --- ; 
! 36. 41 59 fl8 --- i 
I I Mean 50.5 60.2 \ 
I 
I 
S. D. 7.4 5.3 
I 
I 
--
---
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General Intelligence, Pre-Test Score, Mastery ~est Score, 
I and Points of Gain or Loss, Division II 
---------- ---
I Pre-Test Mastery Test Points of General Pupil Score Score Gain or Loss Intelligence 
1. 44 56 tl2 114 
2. 37 46 tCiJ 91 
3. 46 62 tl6 93 
4. 35 54 tl9 CiJ2 
5. 42 53 t9 95 
6. 43 53 tlO 112 
7. 45 58 tl3 104 
8. 51 56 t5 78 I 
9. 42 51 f9 83 ! 
10. 48 55 t7 90 I 
I 11. 44 53 tCiJ 91 
12. 53 57 t4 110 
13. 48 65 tl7 105 
14. 55 60 t5 84 
15. ' 52 58 t6 119 
I 16. I 48 61 tl3 122 
17. I 45 58 fl3 101 
18. I 42 59 tl7 ---lCiJ. 4CiJ 57 t8 CiJ7 
20. 55 65 I tlO 121 21. 4CiJ 60 tll CiJ8 
I 22. I 53 61 t8 110 I 
I 
23. I 4CiJ 60 tll 112 I 24. 52 63 tll 119 I 
I 25. 57 67 tlO 99 I 
26. I 53 61 .;.s I 103 
' 27. 59 61 t2 I 124 I 
28. I 26 39 tl3 --- I 
29. I 50 51 tl ---
30. ' 48 69 t21 I 106 31. 60 60 
--- ---I 32. 50 57 t7 i 
I 
---
33. I 47 50 t3 I ---
I Mean 4CiJ.3 58.5 
II 
I S. D. 5.5 5.5 I ! 
I i i 
I I I 
' I 
I 
I 
I 
I 
I 
I 
-
Computing the Mean and Standard Deviation from the Pre-Test 
given to Division I 
Class r d rd fd 2 
60.5--63.4 3 f4 12 48 
5?.5--60.4 3 f3 9 2? 
54.5--5?.4 'l f2 14 28 
51.5--54.4 6 t1 6 6 
48.5--5!.4 4 0 0 f41 0 
45.5--48.4 3 -1 -3 3 
42.5--45.4 4 ·2 -8 16 
39.5--42.4 3 -3 -9 2'1 
36.5--39.4 1 -4 -4 16 
33.5--36.4 2 -5 -10 50 
N=36 -34 z: fd 2 = 221 
i:td- f? 
C= .19 
i= 3 
ci = • 5? 
.AsM=50.0 
M=50.5't 
s. D.= ) ffd 2 02 i N X 
~~I s. D.= 
-J '"' X 3 36 - .0361 
s. D.= v' 6.139-, ~a61 X 3 
s. D:r v 6~~03 X 3 
s. D.= 2.4? X 3 
s. D.= '7.41 
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! Computing the Mean and Standard Deviation from the Mastery 
Test given to Division I 
Class t d fd fd 2 
68.5--70.4 2 f5 10 50 
66.5--68.4 2 /-4 8 32 
64.5-... 66.4 6 f'3 18 54 
62.5--.64.4 3 f2 6 12 
60.5--62.4 4 tl 4 4 
58.5--60.4 6 0 (j l-46 0 
56.5--58.4 4 -1 -4 4 
54.5- -56.4 3 -2 -6 12 
52.5--54.4 2 -'3 - 6 18 
50.5--52.4 3 -4 -12 48 
48.5--50.4 1 -5 -5 25 
'ftd2 = 259 N=36 -33 
l: fd = l-15 
c =.56 
i=2 
e.i =. 7 
AsM =59.5 
M =60.2 
S. 'D.= v n-a: c2 N X 1 
.· !8~ s. D. = ~ -.1296 X 2 36 
s. D.= v 7.19 - .1296 X 2 
s. D.= ..J 7.061 i 2 
s. D.= 2.657 X 2 
s. D.= 5.314 
6 6 
Computing the Mean and Standard Deviation from the Pre-Test 
given to Division II 
Class f d fd fd2 
60.5--63.4 1 /-4 4 16 
5?.5--60.4 2 /-3 6 18 
54.5--5?.4 2 f2 4 8 
51.5--54.4 6 /-1 5 6 
~8.5--5!.21 g 0 0 /-20 0 
~5.5--48.4 4 -I -4 4 
,..-42.5--45.4 6 -2 -12 24 
39.5--42.4 0 
36.5--39.4 1 -3 -3 9 
33.5--36.4 1 -4 -4 4 
30.5--33.4 0 
27.5.--30.4 0 
24.5--2?.4 1 -5 -5 -28 25 
I:.:f'd 2 - 114 N= 33 
Lf'd= -8 
o= -.24 
1 = 3 
ci=-.72 
AsM- 5<5.0 
M--49.3 
s. D.= J rt.a -o2 X i N 
s. D.= J 114 -.05?6 3 33 X 
s. D.= 1/ 3.454 -.0576 X 3 
.. ~ 
s. D.= v 3.3964 X 3 
s. D.= 1 .842 :X 3 
s. D.= 5.526 
6? 
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Computing the Mean and Standard Deviation from the Mastery 
Teat given to Division II 
Class f d fd fd 2 
66.5--69.4 2 .f5 10 50 
63,5--66.4 3 f4 12 48 
60.5--63.4 g t3 27 81 
57.5--60.4 7 l-2 14 28 
54.5--57.4 4 tl 4 4 
51.5--54.4 5 0 0 f-67 0 
48.5--51.4 1 -1 -1 1 
45.5--48.4 1 -2 -2 4 
42.5--45.4 0 
39.5--42.4 1 -3 -3 9 
36.5--39.4 0 
N= 33 -6 I. fd 2 = 225 
Ltd= t61 
0 = 1.84 
i= 3 
o1~5.52 
AsM= 53.(5 
M- 58.52 
s. D.-~ i:fd -o2 i R X 
. 'fi. >C.= \ / 225 -3.385 X 3 33 
s. D.= v 6.818 -3.385 X 3 
s. D.= \) 3.433 X 3 
s. D.= 1.852 X 3 
s. D.= 5.556 
!] 
I 
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I I i 
I Analysis of Test Items I 
I I ; 
I Division I 
Item Correct Wrong Missing 
~--
I 
Part I 
I I 1. I 34 I 2 0 2. 32 I 4 0 I I I 
3. i 34 I 2 0 ! 
' 4. I 36 0 0 l· 5. I 22 14 0 I I 
i 6. I 36 0 0 I I I I ?. I 32 4 0 
I 
I I 8. I 32 4 0 I 
9. I 3 4 I 2 0 i 
10. I 15" I 21 0 I I 
Part II I I I I ! 
1. I 31 ! 5 0 
2. ! 23 
I 
13 0 
I 3. I 26 10 0 I 4. 35 I 1 0 
i 5. I 34 I 2 0 I 
I i I I 
I I 
I 
Part III I 
I ! I 
1. I 34 I 2 0 I 2. I 33 I 3 0 3. I 35 I 1 0 4. ! 36 0 0 I I 5. I 36 0 0 
6. 36 I 0 0 
?. 33 I 3 I 0 ! 
Part IV I I I 
1. I 11 I 25 0 I I 2. 35 I 1 0 3. I 33 I 
3 0 
4. 33 3 0 1 
5. I 30 6 0 6. 25 11 0 
' ?. 31 5 0 
s. 25 11 0 
9. 9 2? 0 
10. 2? 9 0 
I I 
I I I 
,, 
' 
'10 
I 
I 
! Analysis of Test Items, Division I (continued) 
i 
-
Item Correct Wrong Missing 
--
Part v 
1. 35 1 0 
2. 32 I 4 0 
I I 3. 33 3 0 
I 4. I 
22 14 0 
5. 32 4 0 
6. I 6 30 0 
7. 22 14 0 
s. 35 1 0 
g. 18 18 0 
10. ! 14 22 0 
11. 18 18 0 
12. 30 6 0 
13. 
I 
2g 7 0 
14. 33 3 0 
15. 30 6 0 
16. I 26 10 0 17. 27 9 0 
18. I 30 6 0 I 
I 19. l 
21 15 0 
20. I 1g . 17 0 
I 21. 18 18 0 I 
I I I 22. 22 14 ! 0 I 23. 19 17 0 I I I 
I I 
I 
Part VI I 
I 1. 31 4 1 
2. 14 I 19 3 I 3. 36 l 0 I 0 4. 32 2 I 2 5. ! 36 I 0 0 6. i 35 I 1 I 
0 
7. I 34 2 0 
8. I 35 0 1 
9. 31 5 I 0 
I 10. 21 14 1 I I i 11. 32 3 1 
12. 33 3 0 ! 
13. 35 1 0 ! 
14. 32 3 1 I I 
15. 33 1 2 
16. 34 2 0 
17. 35 1 0 
I 
' 
I 
l 
I 
I I 
?l 
: 
Analysis of Test Items, Division I (concluded) 
-,--
Item I Correct Wrong Missing 
18. I 36 0 0 I 
19. I 35 1 0 20. 14 20 2 
21. 33 3 0 I 
22. 32 3 1 
23. 33 2 1 
24. 29 7 0 
25. 13 21 2 
I 
' I 
I 
I 
I I 
I i 
I 
I I I 
i 
I 
., q 
i 
i 
I I 
I I I I I 
-
~ 
i 
i 
I ,i 
! 
I '7 2 
. 
Analysis of Test Items 
Division II: 
' i 
' 
Item Correct Wrong Missing 
Part I 
1. 27 6 0 
2. 31 2 0 
3. 26 7 0 
4. 
I 
33 0 0 
5. 23 10 0 
6. 33 0 0 
7. 31 2 0 
8. 31 2 0 
9. 33 0 0 
10. 12 21 0 
Part II I 
1. 25 8 0 
2. 21 12 0 
I 3. 23 l iD c· 0 I 
I 4. 29 4 0 i 
I 5. 28 5 0 
I I 
I Part III I I 
1. 28 I 5 0 
2. 27 6 0 
3. I 31 2 0 I 4. ' 30 3 0 
5. 30 ' 3 0 
6. 27 6 0 
7. 25 ' . 8 0 
' 
I 
Part IV ' l ; 
I ' I 1. 16 I 17 0 i I 2. 29 l 4 
I 0 I 
I 
I 3. 32 1 0 ' 
4. 33 0 0 I i 5. I 31 2 ' I I I 0 
I 6. I 29 4 I 0 I 7. 28 5 0 
l a. 14 19 0 9. 17 16 0 
10. I 20 13 0 I 
I 
I 
I 
I 
' I 
I 
' 
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Analysis of Test Items, Division II (continued) 
Item Correct Wrong Missing 
I 
--------- -
Part V I 
1. 30 3 0 
2. 2? 
I 
6 0 
3. 30 3 0 
4. 20 13 0 
5. 29 I 4 0 
6. 15 I 18 0 
?. 14 19 0 
8. . 33 0 0 
9. 18 15 0 
10. 18 1~ ; 0 
11. 32 1 0 
I 12. 30 3 0 
I 13. 28 5 0 
14. 23 I 10 0 15. 22 11 0 
16. 26 ? 0 
1?. 2? 6 0 
18. 24 9 0 
19. 23 10 0 
20. 15 16 0 
21. 14 19~- 0 
22. 22 11 0 
23. ·1? 16 0 
Part VI 
1. I 24 6 3 I 2. I 22 11 0 
3. I 30 3 0 
4. 
I 
33 0 0 
5. 32 0 1 
6. 33 0 0 
?. 29 4 0 
8. 30 3 0 
9. 29 I 4 0 
10. 25 I 8 0 
11. 20 I 11 2 
12. I 2? I 
6 0 
13. I 32 1 0 I 
I 14. 2? 4 2 I I 
I 15. 51 2 0 
II 
16. 24 9 0 I 
I 
I 
--
II 
' 
I 
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Analysis of Test Items, Division II (concluded) 
Item Correct Wrong Missing 
. 17. 32 1 0 
18. 33 0 0 
19. 32 0 1 
20. 22 11 0 
21. 29 4 0 
22. 29 3 1 
23. 29 4 0 
24. 26 5 2 
25. 16 17 0 
I 
! 
I 
I 
' 
! 
i 
I 
I 
,. 
I 
' I 
I 
I 
-
I 
I I 
J! 
\l I 
Test Items missed by more than half the pupils in Division I. 
Part I Item #10 21 
Part IV Item # 1 25 
Item # 9 27 
Part V Item # 6 30 
Item# 9 18 
Item #10 22 
Item #11 18 
Item #21 18 
Part VI Item# 2 19 
Item #20 20 
Item #25 21 
Test Items missed by more than half the pupils in Division 
Par t I Item #10 21 
Part IV Item # 1 17 
Item # 8 19 
Part V Item II 6 18 
Item fl 7 19 
Item #20 18 
Item #21 19 
Part VI Item #25 17 
Qf the 80 test items 14 were mi,ssed by more than half 
the pupils in either division. 
II. 
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Pupils' Statements Regarding the Unit Method 
What I Liked ~ 1a the Y&!! Method. "I liked the 
assignment sheet. It helps you--you know what you have done 
and what you have to do." "You oan go right ahead and get 
the work finished at your own speed--you don't have to rush 
through and make mistakes." "I liked best the way the assign-
ments were given on the assignment sheet all fastened together 
in one booklet." "I liked it because all our work was given 
us in advance." "I could find the answers to the questions 
because we were given the book and the page number." "I liked 
it because there was no specific homework on school nights." 
"The thing I liked was an opportunity for as much extra credit 
as you were willing to work tb r. « "I enjoyed doing something 
that wasn't boring." "I liked it because there was a chance 
to bring up your grade." "The thing I liked best was the 
opti onal work." 
What I Liked Least in the Unit Method. "I liked answer -
ing the questions the least." "I did not like the arithme tic 
problems on the cost of sending mail." "I don•t like so much 
reading." "I didn't enjoy the work on telegrams." "I got all 
mixed up writing letters and adaressing envelopes." "There 
were too many study a ssignments." "Some of the questions were 
very easy and others too hard." "I did not like ~aking up the 
code." "I didn't like the letter writing." 
76 
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What l Disliked in the Unit Method. "I didn't like the 
optional jobs." "I did not like to do so much writing with 
ink." "I disliked looking into the reference books that were 
not available as other pupils used them when they didn't need 
to." "I disliked having to do the mathematic situations in 
Goodfellow." "I disliked the let~er writing because we had 
it in English." "I didn't like the idea of doing ~he work in 
any order you wished." "I didn't like to do reading from 
other books." "I disliked finding out how much it costs to 
send let~ers and how many words in a telegram." "There were 
too many written assignments." "I disliked drawing diagrams." 
What I Found Easy in the Unit Method . "I found the 
letter writing easy." "The work on the difrerent kinds of 
telephone service was easy." "Making out the code was easy 
for me." wtou could do the work as you wanted and you didn't 
have to rush and make mistakes." "I found the optiona l jobs 
where you could draw easy, as I like to draw." 
What I Found Difficult in the Unit Method. "I found 
-- ---
doing the mathematic problems and situations d ift·icul t." "I 
found figuring out the costs ar letters and packages diffi -
cult." "Answering the questions in the reference books was 
dif'ficul t." "Figur ing out the number of' words in the differ-
telegrams was difficult :tb r me." "Nothing was too difficult, 
but the situations in Goodfellow were slightly harder." "I 
found cablegrams difi' icult to understand." "I found it 
difficult to keep up on my as$1gnments, as I was late in 
?7 
getting started." 
What I Found Most Interesting 1£ the Unit Method. "The 
most interesting part of the work was making the code." "I 
found the optional work most interesting." "The most interest· 
ing part was looking up about famous people connected with 
comrnunica tion." "Letter writing and making moo els was most 
interesting." "Oral topics were the most interesting part of 
the work." "I found the study of telegrams and cablegrams 
most interesting." "Studying the different kinds o-r telephonee 
was enjoyable." "I found writing and accepting invitations 
t he most interesting work." "Learning how to fold letters 
was interesting." "The code work was interesting." "Writing 
telegrams was fun." 
What I Found Dull in the Unit Method. "Writing so many 
papers was dull." "There should have been more oral work." 
"The unit was too long." "The letter writing was a little 
dull because there was too much of it." "I found the refer-
ence reading and reference work very dull." "I found the 
problems on the rates for mail very dull, as these rates keep 
changing so fast." "I think the oral topics were dull." 
Changes I Would Suggest in lli Unit. "All of our vo rk 
should be of this type." "I would suggest that the written 
assignments be placed on a separate sreet from the study 
assignments." "Let us read the information in Good:fellow and 
then pass out the study guide." "It would be better it' the 
work from the reference books was left . out." "There should 
?8 
be several copies of each reference book, not just one." 
"The unit was too long." "There were too many assignments in 
the unit." "I would suggest that we have some of the ques-
tions explained a little more fully." "The next unit should 
have more oral talks an.d less written work." "I would p:- efer 
to do the daily assignments." "We should spend more class 
time reading Goodfellow and discussing the material." "Leave 
out the mathematics sections entirely." "We should have more 
discussion periods." "Make some of tbe questions easier." 
"Do not have us look up the assignments in the reference 
books." 
Suggestions for the Future Use of the Unit 
1. Present the unit earlier in the school year. The 
communication unit was the last major topic taken during the 
year, and the ninth grade pupils were more interested in 
graduation and the prospect of entering senior high school. 
2. Change the unit into separate units, one communica-
tion by mail, and the other communication by telephone, tele-
graph~ and radio. In this way the letter writing material can 
be presented in the general busines s course at the same time 
as in the English course. If possible, the mat hematic prob-
lems on the cost of sending letters and cablegrams should be 
taught in the business arithmetic course when this material 
is being discussed in the general business course. This will 
?9 
prevent some duplication of the subject matter. 
3. :Make other arrangements for more eff'icient use of 
the reference books. Each pupil had a copy of Goodfellow , the 
basic text, but there was only one copy of the other five 
reference books . This was a hardship for those pupils who 
I 
\ 
I 
were trying to get all of the study and writing assignments I 
completed. Order two additional copies of each of these refer 1/ 
ence books , as supplementary texts . 
4 . Prepare two separate lists of the core activities. 
One list will contain the assiglli~ents to be written and the 
other list will contain the study assignments. Pupils will 
I 
not be wondering which assignments are to be written a1 d which : 
are to be studied . 
5. Encourage the pupils to decide for themselves just 
exactly wha t they wish to do for optional work. Only one 
person in the two divisions prepared an optional related activ 
ity that was not on the list. 
6 . In the core activities place an asterisk in front of 
core a ctivities #14 , #43 , and #44 , because these assignments 
should be written . 
7. The following should be added to the list of core 
activities . The information included in these core activities 
should be added because both divisions showed a definite weak-
ness on the test items containing this information . 
1 . What are the differences between third and 
fourth class mail? 
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'* 2. 
I 
How would these articles be classed for 
mailing at the post off ice? 
letter 
post card 
book (? oz.) mailed by the publisher 
unsealed pack~ge (2 lbs.) 
sealed package (1 lb.) 
3. Why is mail registered? How much does 
this service cost? 
4. What is the difference between special 
delivery and special handling for pack-
ages weighing over eight ounces? 
* 5. What group of people use the u. s. Postal 
Savings banks a great deal? Why? 
6 . What kind of telephone equipment and ser-
vice do you have in your home? ~nat do 
you consider the advantages of this kind 
of equipment and service? 
a. The following test questions are to be reworded. In 
either division more than half the pupils had these questions 
, wrong. 
~ 11., ~uestion 1. 
Telephone service which allows you to call the 
communities touching you at no additional charge. 
A. Business Service 
( B. Contiguous Service 
81 
was confused with the u. s. Postal Information 
which the pupils each received from the post 
office. 
Part g, Question 20. 
Public Branch Exchange is ab~reviated to the 
letters P. B. X. 
Part VI, Question ~· 
In Greater Boston telephone calls are pa i d fbr 
before the call is completed in the coin box. 
9. There was a great deal of written work in tbis unit 
which had to be corrected, graded and returned quickly, in 
order that the pupils would not mEk e the same . errors again . 
When the unit is taught again maybe the English teacher would 
be willing to use some of the letter writing and other writ-
ten assignments as English work and perhaps assist in correc-
ting am grading them. 
10. Pupils contributed readily to the bulletin board, 
bringing in samples of business letters and envelopes received 
at home, old telegrams, telephone bills, and newspap.er clip-
pings pertaining to . our study. The pupils assumed the respon-
sibility of the bulletin board, but no one prepared the 
placards to be used on connection with this study, for the 
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ji 
J! 
bulletin board. 
11. Optional activity #13, which was to prepare an acros 
tic using the· word communication, was a favorite of many 
pupils. In the future use of the unit add other acrostics on 
the words telephone, cablegram, and radio. 
li 
ii 
i! 
.I 
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APPENDICES 
. 84 
~ · .. 
..cU u 1iC'l"1VlTY GolD ... 
Core .~c t1v1 ties 
.H.ftcr you huve r eu d over the lis t of ac t 1 vi t 1e5 tb.ere 
moy be :Jornc 0 the r uc tivi ty wh i cll you rould also enJoy uoine_ , It 
so wr it~ - out a descript i on of the thing to be done an d h~:tnd 1 t i n 
tomorrow <> 
1. 
2 . 
4 . 
b . 
... ., 
* 9., 
10., 
11 " ' 
~·.11y nre top, bottom ~mel side .ruargins left Q l c ttero? 
1!ri te a letter to the head of the buainesa depur trr.ent at 
the h1r.h school inquirirw ubout the busine.:Js propr am 
offered therco 
You ha ve se..,n a coat, which you like very much , a dvertised 
ln the Nev{ York Times at t..:acy's~ Broadway at 34 th street , 
Nev.- York, N., Yo 'l'he coat costa ~2iL,U5 and your parents 
sny t hat you may have it .. :.1rite a letter of requis i tion 
to the store givine all the information the sto re vJill 
neeo to send you the coat you wunt., How nre you po ine to 
s end the money'? 
L'hy 1a ench part of an address of n seporute line? 
flow does f:l business letler difrer from u friendly l e t ter? 
(0:60) 
How are the rates fer parcel post packaees determined? 
( C:28ti) 
Several of th e Boston Department stores have advertised 
for extra help for the Christmas season " -~:r1 te u letter 
of upplica tion to a store of your choice ., l•'old the let-
ter. inse1·t in nn addressed envel ope , but do not seal i t o 
(G:ll0-111) How will the prospect ive employer judee you? 
(See Op.-"t.ional .tlCtivi ty .Number 4) 
41 populGr brund of' cereal (•;'heatie s) is send in~- to its 
const;.mers u cumertJ rar ~5 cents anu the (l:ht:uties} box 
top.. \~rite u letter , (Gerterul ~·111s , Box 200 , .Minneapolis , 
~1nnesotn) assume you a re enclosinc the ruoney fold the 
l etter, enclos e it 1n nn uddresseu envelo ~e 0 but do not 
seal the envelope ~ 
What are three ways you mirht send money throue-h Jthe mai l? 
G : l51~152) ·,-_.hen would you use each? 
'i~here on an envelope do you place th e stQmp? Why is it 
placed here? 
You are away f rom horue for a vacation ana have s pent more 
money tha n yol. intended. write n letter to your parents 
asking them to send you :~- 5o00e. Since you ure 1n u hurry 
¥bat special postal service will you uset/ .t.ddress the 
envelope 0 drarJ a picture or the stamps required, and on 
the reverse aide of tb -~ cnvelope v;r1 te 1n numbers the 
tc,h<i.. amount of pos tns~ req u1red o 
:!l' 12-.. '-'•rite tbe return address , inside addreas, and salutation 
or letters uedressed to each of the following: 
* 13. 
a., R. H. Stearns Company, 640 M:e.dison ~\.venue, 
Ne¥· York 12 N. Y., 
b . Alice Ro Manners (unu~ried) 31 Jack Street , 
Baltimore 28, Marylanda 
c . Louise Jones Brown (Mre., Alfred Brown) 
400 Wickham Road$ Newtown ~ Connecticut .. 
d . Lar: of'fioe of Brown 1 Black, Green, and Wb.1 te , 
40 Broad Street 0 Boston 2 , Massachusetts. 
t'r1 te 
a. 
b. 
c. 
{G: 101=103) 
a compli l::entury close and sicr.nature for thEh'ollowing : 
A letter you write to your parentn while iou are 
at canp., 
.A letter in which you are sending a check to pay 
the telephone billo 
A letter written to a friend of yours who is aw~y 
for n vacationo 
8 5 
14. Draw a diagram showing bow a ~etter should be ro~ded before 
it is ·inserted in an envelope. (0:487-48~) 
~5e Have you ever received any second class mail? What does 
th1 s term mean to you? 
16o How does the heading on a friendly letter differ from the 
heading on a business letter? 
* 17. Solve Situation 1, P. 122 in Goodfellow on the cost or 
moil1ne certain letters and cards. 
~ 18. write an invitation to a friend to a p~~ty you are giving 
at your home on May 27, 1950 at eight o'clock in the evening ~ 
* 19o List the following and beside each write the correct and 
least expensive way it should be written· in a telegram· 
a. 14 fourteen 
b. 4098 
c. Can° t 
d. they're 
e. N. J., 
-r. 4th 
3 
go foOobo 
b~ two hundred forty=five 
14t ~2c00 
j., 8% 
* 20. ·Write a letter to u close friend who hae moved o.wo.y and 
tell him or !.1.er all the local und school news. 
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21.. How would you call the fol i .v1¥1ng numbers using a dial 
telephone as ;'.:uminc; you had extended urea service in Metro= 
polita.n .Boston: 
a . WAtertown 3=90~2 
bo MYstic 8=5836 
c. JEfferson 2~4828 
do SOmerset '6=2863 
22& How ·would you call the following numbers using a manual 
telephone if you had extended area servic~ in .Metropolitan 
Boston: 
a. PArkway 7=4444M 
be WEllesley 5~4680 
c • . Kirkland 6=1354 
d. LAselle 7=4281 
23. You would lil~e to talk to Joseph Rutter who liven in Wor= 
cester 8 but he does not have a telephone. ~~at b~r,nge= 
menta could be made so that you m..tght speak vJi th him? 
* 24.,. Solve Situations 3 and 4 11 P. 95p in Goodfellow on tlH:; 
coat or cablegrams" 
* 2~. Write a letter to your grandmother thanking her ror the 
sweater slle gave you for your birthday. 
26. Send a night letter to your father telling the time your 
train will arrive at the railroad station following your 
stay at campo 
27 .. Look up tbf..! following telephone numbers in the telephone 
book on the t!1ble at the f'ront of thr;.J room. 
fl o Police Department 
b .. · Fire Departmcn t 
<~ .. F., B. I. 
~. Local hospital 
e. Local doc t or 
f. Our school 
g. Telephone Hep air Service 
h. Telephone Inforrrtation 
* 28. h'rite an acceptance to a dinner invitation to \le given on 
June 2, 1950 at seven o'clock in the eveninc at the home 
of Yro und Mrs. J. Kc Post. 46 Pleusantview Avenue 0 Med ... 
ford 55, ~Jiaesachusetts. 
>;. 29 . Solve one of the four General Business Problems on Pp 
426u42? Crabbe o..nd Salsgiver on t ··l ephone conversi.ltions 
* 30o You have made pluns to spend the coming lonr week•end , 
\7hich starts in two days, at a. mountain resort. You o.re 
suddenly taken ill with t he frippe. How will you notify 
the ovmers or thG resort you are unable to attend? Pre= 
pare the proper notification~ 
51. Do you consider motion pictures and television as methods 
of communi cu ti on? Vihy'? 
* 32.. Send a wire in aswer in answer to the following paragraph: 
I cannot meet you May 29 in Boston, as we 
plunned 1 since I"'ll be out of town thnt week-endo. 
However, I will be in Boston .June 5, and hope to 
see you at that ti !0e. 
33<> Why are code measages sent? 
~~ 34., ·Muk.e up u simple code of your own and write the following 
message: 
Send four dozen boxes pencils-~BabbVs Common= 
';;f'ul th--No 910-=2 3/BF-~and four dozen boxes of 
rulers "Falconer". 
(How are we to know what your .. L ferent symbols stand for?) 
See Optional .1l.c ti vi ty Number J..',. 
35.. During what h ours are nigh t ra tes in eft·ec t for telephone 
calls? 
8'7 
3 · ~ . How does the intercommunication system used in ma ny otr ices 
comp are with the i n terc ommunication system used at our 
s chool? 
~ 37G Prepare a chart on the different kinds of telegraph s er vices 
comparing them as to speed am cost ., 
58. Viha t is generally the minimum time on t oll calls? 
_ :...' .., How do y o1\ count the words in a telegram? 
40. What do the f ollowing l etters mean 
names in t he t elephone dire~~ory? 
rl es t 
elect a pplncs 
ore 
r r 
brokrs 
when placed a :fter various 
d i-v o r e 
brnr serv 
paintr 
plmbr 
phys 
Why are t hese letLers placed in t h e tel ephone dir ec tor y? 
5 
41, rihy do we have so many dj_f rerent kinds of communication? 
TJ'. 42 .. .Answer twelve of the nQuestions and Topics for Discussion" 
Pp41·~42 How .Modern ~H.Slness Serves U~ Odell 11 Clark 11 :Mil.ler . 
e t al ~ 
43 o Assume you are lin~i ted to twenty calls a montho \'ihat would 
you probably consider you mo3t important cal.Ls? 
44., You have been told of an attempted robtery uex~ door and 
h~tve beer: asked to call tbe police , Explain how you 
would put such a call throup.b? 
f:l5 . You cannot be at hom€ far r,:other ' s Day and you would like 
your £.~other to receive a dozen roses from you .. How can 
you be sure she will get them in time for Mother ' s Day? 
46. A relative is visiting in Los 
is imperative that you get in 
not know where he is stayinf.. 
with him? 
.Angeles, Ca 11 fornia and 1 t 
touch with himo You do 
How can you get in touch 
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* Write on 'Nh1tc oon!)os1t1on pa.per ana. hand 1n for oorreot1on. 
Optional Hc-lu ted "'~ct1vi U .e :n 
.. ,. aaa:w *'-~~
.. ~rter you huve J:ea ,c.i ovex· th e list of ~lctivi ties there may 
be some other uctivi ty which you would ulso enjoy doinf'" _, If 
so r~=rit e out u d~SCl'iption of the thintt to be done and hand 1 t 
in tomorrow f or before you start to ·;~ ork on it a 
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1. Do you ha·ve u pen pal in either some distant stat or coun~ 
try? In an ore.l talk tell the class ubou t your lett•.::;r~wri ting 
experiences with your pen pal~ Maybe if someone el5e in ·the 
class would liKe u pen pnl you could help him or he~tnrt 
erich a correspondence. 
2, Have yotl e·ver received a letter in \~hich there were 3pell1ne ::; 
punctuationp or grarr.uu:tt1.cal errors? ~·.hat was your op!l'}ion ot 
thls person or f i rm.. Wri te a composition of not more than 
250 ,.1oras explotninc hmv these errors could be avoided in 
let tor \"Iri tine .. 
~o Brine 1n sarrq1les of business letters ana. :ldent1fy the parts 
of et:ch one .. 
4.. One of your friends , not in our· General Bu~; ines s class, 1 s 
loc.,l<::inr for a part<$ time job in a departr,H.mt store.. Llhe asks 
you for .help.. Tell her the steps in ... ,.ri tin( u letter ana 
any other points which you think would help her . (G:llO) 
5r.. Do you like to write letters? Do you wi 1 te many letters? 
Wh8t kind do you write most often? Prepare a two minute 
oral talk on why you do or do not like to write letterso 
6 .trepare a list of. r~no ~ s E.lnd Don't 9 s fqr Sending :r~.tCki:ifC8 
by Parcel Po;:· t'·'· Do up u bundle at home and/or in claas 
to show us how you follow your "Do~s and Don t's". 
'7.. If you collect stamps brine in your collection and, if 
pOS!3 ible~> urranee a display e.t the table at the front or 
the room~ Prepare a brief oral talk to explain your dis= 
pluy. If there is some one else in the class who collects 
stumps you muy p·et together a committee and nlan the 
diaplay, - ~ 
8.. Bul ld a. m.odel of n mail box. 
9,., Druw a picture o1· make u IU.Odel of any one of' the types or 
tcle?hones in use today ~ 
10,. Prr~pa.re t.t histnry of the telephone using pictures or illus= 
trations" l'e:rhups you would like to v:ork in co.r.nm1ttee 
and show these ~ictures and/or illustrations on the opaque 
projector,, 
11 .. 
13 .• 
15~ 
16. 
1'1 .. 
~1 .. 
24 
Volunteer to give an oral report on any .~ of the following: 
-Alexander Graham Bell~ Samuel F .. Bo !.'orae ,. Guglielmo 
r.~urconi. Cyrus Field" .Tohn Gutenberg , Benjamin li'ra.n.!tlin., 
Consul t ·the teacher before undertaklnr any one of these to 
elimina t e duplicate reports. 
Volunteer to serve on n comffi1ttee to have charge of the 
bulletin board for out study o1' COill!llunication , Prepare 
pla.curds contuining the words-~Communication·~--Telephone~­
Telegraph--Letters -HadiO==Cablee~ums ., • 
Prepare un acrostic usine; the word C=O-r.1=U=U-N·~I-C-A~T..,l~, O=t 1 • 
Prepare a brief oral report on the pamphlet "It s Fun to 
· .. rite Letters" compiled b;;, the Euton Puper Cor ~>oration , 
Prepare a two minute oral talk on uny one of the followine: 
Be American Indif.tn Smoke ~:aenela­
b. Pony :b.:xpresa 
c.. Carrier end Hominc :Pigeons 
d. Heliograph (Mirrors) 
e. -Afr ican Torn Tom 
f . l'.odern Telee;raph versus the Origina 1 Telegr!:!ph 
g. r.~ orse Code 
h,. Differences between the Semaphore and " Viir: 1'inp':f. 
Consult the teuch~r before undert~kinf any one of these to 
to eliminate duplicate orul reports" 
Th e mechan ically inclined s tudent mirht •;; ish to vi ·\l·e a 
classroon·. demons tru tion on hot:i the telephone actually works = 
Usine the cod e you made up for Core .dcti vi ty r:umber 35 pre~· 
pare a code message of your ownv 
Prepare an orttl report on "Ticker Tape,. " 
Prepare un oral report "The Voice ~·~ 1 th the Smile c.:· ins •r. 
Volunteer to dr~~atize correct ond inco rrec t telephone tech= 
niques with one of your classmates . 
UDin~ the telephone diul ~ e ha ve volunte er to ~ive u r eport 
on nuow t o Us e the Dial ". 
~.hat is meant b y the c:rrnnkinE" privilece? Do you have s uch 
a priv ilcre? Prepare u brief report on the subject. 
·~-:- ri te u f ormal invitation to u friend or yours invi tin[ hh1 
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or her to attend the Nin t h Grade Prom with you on .Jtine 2 , 1950 
u t e iph t o'clock in the ev~ninr · .. 
. d.SSUme you hc.ve been 1nvi ted to the r~ inth Grade Prom, on June2 ;. 
19~>0 et eirht o clock i n the eveninp.. ·.~r1 t e an ~. c c cptan.ce 
to yo~ ,r escort for the evenine: .. 
2~.i" Compose a s nmple t~lt:grar; for eHch class of service to be 
s ent to N<:w York, J. :. Y" 
26 ~ Bring to class a telephone bill recently received at your 
hmne.. Explain the ffit:!uninr of the various symbols snu letters . 
2? . t ·r i te a brief skit on "How to Send a r11elegrem!' requlr~nr 
t hree to fiv e pupils to take part. You are to select t~e 
pupils to t ake p~rt in your ski tG 
£8 ., Brine to class any telegrams you may have at home •~ nd ex-
plain the type of service used in each case~ 
29. N..any dif't'erent kinds of entertainmnet are available on both 
the redi a und television net~orks. These progrems ure very 
e:.cpensive to sponsor. ~~ho pays for the broadcasts? Prepare 
s brief oral report on this timely subject. 
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The greet1no1n the letter .. 
s Collect ,J ll 
? A call on which the charges are .o 
be re·11ersed o Letter or 
Inqu1.xy 
__ .:_8 ., a letter seeking informa+ion. 
9. 
-
Telegraph fuessages sent during the 
night e.t lov. rates. 
10. Another name for parcel post o 
I , Toll call 
Second Clas.3 
Mall 
K, Letter of 
Req u1s1 tion 
l.-:o Salutation 
0. 70lbs x 100 i 
P " I.e t t e 1: o ~· 
.tip,;Jl. Ct..-~:..- .~ 
.... . : c · to t ... 1 
er o ·. thC:' srn rom 1 
?elephone 1itt the reeeiver ~nd mou~h- Bo 
pi .ce ~n ~eparute unitse 
land T 
D. 8~ 
~p N~me and uodreas of the writer~ 
... & 
--
Inventor of the telepbone .. 
?elephone service used in homes for 
social and domestic calls~ 
E Heeding 
F. Hesidence 
G. .A, G. B 
H. S. F. B ... ·o 
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J o Business 5erv1c 
Ko Inside Address 
Part !11--Parts of a Letter 
J, 
l. .. 
-3~· 
7 o 
....... . 
--·- ~----~· 
-----~---\ ., 
' 
----f>, 
1 ~11~ ~hoica rl~ve aD X ~D the proper su nr t 
. r.li o ·· .""e : ollo ~-·- .• lg '.!U.;;.s tions ~ 
1 T Et type o· telephone se~ ice in which ya1 can all local 
areas touching you at no extr coste 
t )A~ Business service 
l )B. Contiguou~ S~rvice 
~ )C. Flat Rate 
{ )D. Uessage Rete 
.i t·->lepbone call 1n which the su'bscriber wishes to sueal 
tu ~- particular perso .. l at a particulu:r pluceo 
{ }.Ao Collect Call 
l }B. Ueasene.r Service 
l )C~ Person-to-parQon uall 
( )Do Sta ion-to-~t~t1on Ca.l 
.3 :. .ett;.;:r. written to order goods. 
( }A.. Letter of Goruplaiilt 
( )B" Letter of Requisition 
{ )C. Letter of Inquiry 
( }D. Letter of Application 
4 . All sealed l e tters are classed as: 
( }A • . First Class Mail 
( )B. Second Class Mail 
{ )C. Third Class Mail 
{ ) D'., rourth Class Mail 
. ' 
5.. That part of the telephone directory givinf instructions 
on how to use a telephonec . 
( )Ao Classlrlea Section 
{ )B. Alphubetical Section 
{ )C.. Information Section 
)D., Shoppers Guide 
~ail aent out to the addressee as soon as it is received in 
thn 'POSt Office ., 
. ( }A. Air Mail 
{ )Be Special Delivery 
( )Co Special Handling 
( )Do Registered Mail 
Tuc fee for domestic ai r mail 1s : 
{ )A~ 3 cents per ounce 
\ ) ::1" 6 cents pex- ounce 
{ )C~ 8 cents per ounne 
)D. l~ cents per ounce 
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8. New papets and maeazinee Arc classifi&d as: 
( )Ao First Cless Mail 
( )B. Second Cla a ~ail 
( )C. Third Class Mail 
( )De Fourth Class Mail 
9, You want to wish you.r bmother Don Voyage on h1!3 European 
cruiseo His ship i:J uon ei.{-;lit hours out of Boston" \'1hat 
iE the fastest nay to s~nd the nessage ~6 him? 
{ ) i:.. Cableeram 
( )B.. Telegram ( ) c. Hadiog~<UU 
( )D~ Telephone 
10 Tl-te least expensive -;,my of sendjng :i5~00 safely throurL th 
rr.:.-<11., 
( . )A 
( ) B" ( ) c ~ 
( ) Do 
U~ s. Postai Not~ 
Money Order 
Registered Mail 
Check 
.. art· ~·" .·l,.lti. ,;.l~ C&.j.L;:., ·":": :'-- -::; -.,-, x l0 t'rl~7· :'rc:-r"r qq:1are to 
answer each of the following questions .. 
1 . A letter written in answer to a "Help Wanted" newspaper clip-
ping .. 
{ }Ac 
( } Be { ) c., 
( ) D. 
Lettei' 
Letter 
Letter 
Letter 
ot: Requisition 
of Application 
of Inquiry 
of Acknowledgment 
2¥ That part of the letter containing the name and address of 
the person to whom the letter 1:i going" 
( )A o Heading 
( ) B, Inir1.de Address 
( )Co Salutation 
( )D. Complimentary Close 
In a business 
place(< after: 
( ) A .. 
( ) B. ( c,, 
( ) Do 
letter using mixed punctuation~ a colon is 
Complimentary Close 
Salutation 
Signa ture 
Date Line 
4. Books are classed as: 
( )Ao First Class Mail 
( )Bo Second Class Mail 
( )Cc Third Class Mail 
I )D~ Fourth Class Ua11 
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S I• 0 . i. r:. c~ ·. s~ i"'~ ~ t,; . 
{ ) ~· : 2 ·cr.. .... ~ pci' c .. U1• ;... 
I 3 .en s per :Juncc \ I • 
f )C ~ cents p ;r O''i)Ce \ ( )D 5 cants p :.-;_(' ounce 
T e ~axi.murr:. si.ze for· pc~rce1 po:::t ~ e.ckepes 
)A. 
( ) B .. ( c • 
.t'he mln; .n.un; 
( ).ti <' 
( ) B .. 
( )C" 
( Do 
·10 in :x: 100 lb~ 
60 in x 80 lbs 
80 1 x GC lbo 
..., J ::n ·· 70 1 s 
fee f or resistered 
5 cents 
15 c en ts 
25 cents 
35 cents 
moil : 
is: 
8 Additi onal up-to-date postal information may be obtainea 
10 " 
rom: 
( A. 
{ ) Bo ( ) c 0 
(l : ) D 
The largest 
accounts: 
{ ) Ac 
( ) Be ( ) c" { )D ,. 
.d. telephone 
( )A 
{ } Bo ( c .. 
( ) Do 
Encyclopedia Brittanica 
Dictionary 
World .Al.me.na c 
u. S~ Postal Guide 
balance allo ed in the U ~ S~ Postal Saving.s 
t£500c00 
.~l500o00 
i2500 o00 
~3500 o00 
?;i th the receiver and mouthpiece in one .un1 t .. 
Hand Telephone 
Desk Stype Telephone 
Manual Telephone 
Dial Telephone 
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lL. You rive the operator the number and she makes the connection· 
( )Ao Manual Telephone 
( )Bo Dial Telephone 
( )Co Hand Tele~hone 
( )De fortable ~elephone 
1~:.... _c~. cc.l l directed to an out of town exchange and the conne-: t1 on 
is mode by the lon~ distance operator; 
{ } A ~ Collect Call 
( B. Local Call 
( j C Toll Call 
( )Dd Lonp Distance Cal l 
• 
1 • \. call in h~ c. i"; •• u r,b ~.>:' of d -tfc--:'t:fit persons it <.liffer-
~nt n~rt of tbe coun1r1 ca ·r~ on e convezsetion by 
.3iilglc telephOI .:: C011 CACC tion,. 
1 
{ )A. Toll Confexenc~ Service 
( )Ba Mes~encer Service 
( ) C. Feport C . .large 
( )D. St~tion-to~stution call 
m1 n ir;, um 
( } Ao 
( )B., 
{ ) c" 
( } D, 
ch~rge o.a fast telegram-
Five ;iords 
Ten ho:r.•ds 
Fifteen Words 
Twenty 7:ords 
1•· . -tight letters ure accepted 6acb day until: 
( )A. l':.idnight 
( )Bo 1 ~00 am 
( ) C. 2: OG am 
{ ) D. 3 ~ 00 o.m 
lCc Telegraph messages sent in sections during the day by the 
sa e ;erson to the same addresseeQ 
( )Ao Serial Service 
( )B w Code Service 
( )C. Night Letter ( )d . Fast Telegram 
17~ First person to success fully send mes fi ages by telegraph: 
{ ) A., Samuel F. Bo Uor se 
)B~ Alexander GQ Bell 
( )C Cyrus Field 
( )D G\:tglielmo :Marconi 
18. Firat person to successfully lay the AtlaLtic Cable: 
( ).do Samuel L'c, B. Morse 
( )Be ': J. •!J'"(_;.nd•'::r Gc. Bell 
( )C Cyrus Field 
( )Do Guglielmo Narconi 
.L9, A Uc. B .; Governmen t Postal Card~ 
T.:.1e 
{ ) A,, 
( ) B< 
( ) C e 
( ) Do 
inside 
~ ) JL, 
( B. ( ) c ~ 
) D~ 
Fi:x:·s t Clas s Mail 
Second Class Mail 
Third Class Mail 
Fourth ClE1a s JAe.il 
address is ~barged 
Fe.s t Tel~ gra-:-t 
De .. · ~~::tte:r 
f.:ign t Le ~- --.~r 
r.v b~ e -,ram 
f'or .i..n a:-
9? 
.. 
··:{ ;· - 11 i::s s.i.rnn.ll .i.n~ hy mcuns of: 
( ) ·., Smc;..ve 
( )R. rlil·:;:oors 
( )C- Flags ( )D. Telegraph 
22" ,·,emaphore signalling ~mploys ~ 
( ) A.. One Flag 
( )B. Two Flags 
( )C., No Flags 
( ) D., Mirror .<;; 
As we know 
{ )Ao 
( )B--
{ } c" 
( ) D" 
it today the semaphore ~ystem was developed 
George Washington 
Abraham Lincoln 
Lord Nelson 
Napoleon Bonaparte 
y: 
Part VI=~True or Not-True Teste If you believe the followinG 
statements are True print the letter T in the space provided 
t.:> the l ett of ~etateme..'lt~. It you--believe the st~tement is 
Not-True (false) print! in t he space provided. 
___ :01. 
2. 
---
3. 
---
The maximum allowed in a U. S~ Postal Savings account 
is ~2500 o00o 
The U. s. Postal Guide is free to anyone who wishes it o 
The minimum fee tor registered ruail is twenty centso 
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--~4 ., Cablegrams are mes.sages sent fr om one continent to another 
by wires laid on the ocean flooro 
___ 5, Mail sent out as soon as it is received in the post offit"Je 
is known as Special Delivery mailQ 
___ 6o The rates for -parcel post depend on thewe1gh t of the 
package,, 
---
? .,. The Cle.s '3i fied Sec t1on · of the telephone book ser ve s as 
a shoppers 1 euide as it shows where to find or buy cer-
tain articles or servicesc 
--~ 8o .all sealed letters and packages are considered first 
class mail~ 
___ 9, The headine: on a letter contains the mime and address 
of the person receiv1nr the lettero 
__ 10.. a telegram is not sent in codeo 
.... 
T!1e f .e i' r a -·~').P2~i- l Ll<.:li very'1 le ter is tbirteen 
cen~s pl1~ ~ e ~eguldr ;ostnge • 
__ l3o . t .. telephone call to ::uJ~.)ther c i tJ-· .hic:U requires thl: 
services o~ a lonr distance operator is called a 
locs.l call., 
• 14~ Books are classed s third class mail. 
---
--~ 
1.5. A money orde: r may be pur· chased fer e..ny amount up to 
and including ~l~OOC.OOr 
gg 
lG. The minimum charge for a telegram is for fifteen VlOrds 
--
__ 17 • .d. lett er of a pplicatiOil is wri t ten when apply1nr for a 
pos1ti ono 
_____ 18o A coin b OX is often placed i n t he k i t chen Of homes to 
s ave space ,, 
---
19~ Blue stationer y with red ink is suitable for a busi-
ness l et terc 
__ ,20o The le t ters P . B. Xo mean Public Branch .!J.:xchm ge. 
21 . A colon follo ws the salutation in a friendly let ter , 
--= 
---
22 In code messages every rive letters count as one word 
---
2~o The second line in the heading is indented 1/2 i nch 
from the first line in a handwritten letter. 
---=24 . .a day letter is the same as a telegrEJmo 
---
2~. Al l telephone calls are paia for before the cal~ is 
completed i n the coin box~ 
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Key to Test 
" 
Part I 
1. E 5. Complimentary 6. D 
Close 
2. K 7. c 
6. Signature 
3. A 8. D 
7. Reference 
4. c Initials 9. c 
5. - 0 10. A 
6. M Part IV 11. A 
7. G 1. B 12. D 
8. H 2. c 13. A 
9. L 3. B 14. B 
... 10. D 4 • A 15. c 
5. c 16. A 
Part II 6. B 17. A 
1. D 7. B 18. c 
2. A 8. B 19. A 
3. E 9. c 20. D 
4. G 10. A 21. c 
5. F 22. B 
Part V 23. .D 
Part III 1. B 
1. Heading 2. B y 
2. Inside a ddress 3. B 
3. Salutation 4. c 
4. Body 5. B 
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Part VI 
,r--- " 
1. T 
2. N 
3. N 
4. T 
5. T 
6. T 
7. T 
8. T 
9. N 
10. N 
11. N 
12. T 
13. N 
14. T 
15. N 
16. N 
17. T 
18. N 
19. N 
20. N 
21. N 
22. T 
23. T 
24. N 
i -- 25. T 
